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ABSTRACT 

Clarity in coaiunication is important for workers in 
the General Accounting Office since luch of the auditing work must be 
coMitted to paper if Congress, government officials and employees, 
or the public are to benefit. As a result an extensive writing 
iaprovenent program was launched and this booklet written. Part 1 
covers basic comounicAtion concepts and facts about how written words 
work most effectively. Part 2 shows how to apply sound line-editing 
practices and how to improve a report by writing well-structured 
paragraphs— using active, informative sentences and selecting the 
right words. Part 3 lists troublesome expressions and words and their 
more suitable alternatives. Appendixes include a partial draft digest 
before and after revision. A bibliography on self-improvement 
«.oncludes the booklet. (HOD) 
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Foreword 



Somt' time ago an rxj^'rii nctMl nrwspaprr t'ditor n^tnarkt^d, **The «*asiest thinf; for a 
newspaper iradrr io do is to stop reading. I nrvrr let my staff forp t that/' If an editor of 
a earefully written, well-rdiled. attraetivrly pnnt<'d newspaper worrirs that his paper still 
may not be n-ad, a publisher of {rovemmrnt n ports should be evrn more concerned 

The (;eneral Ao!ounting Office is a publisher Most ilXO auditing work must hr 
committed to pap*T if (.'ongrcss. government offieials and emph>vees, or the public arv to 
benefit. Subordinate only to an accurate messaf^e, what is needed in these published 
products is a clearly written message. 

(Clarity is communi:'ating in simple and din-ct lanpiage; we in (J VO need to practice 
this art mort* skillfuUv. While this b(K>klet was prepared for auditors, its message applies 
equally to anyone who writch for public information. Anyone who aspin^ to the 
management level in (J AO must learn to write as skillfully as he audits or researches It gal 
issues. 

If you write with this positive attitude, \our congressional Headers wUI benefit more 
from the results of your long hours of audit. The message in this bmAlet can help each of 
you master the art of clear writing. 

(iomptrcdier (»eneral 
of the United States 



Preface 



Wiilinu is onr c^f Un" most important skBIs in any organization. This is« i^spiTially tmr 
in iht^ (i(*nrral Acc ounting Offiro. At the n^]ut*st of the ComptroiitTCienrnil, the OfOrt* 
of Personnel Manu^ement launched an extensive writing improvement program for(JAf) 
if 1%*). 

The instnirtors, Floyd I,. Bergman, Kd.IX; Mar> L. Bradford. MA; Harold R. Fine, 
CPA. MPA: and William K. Hoth, Kd.D., eompih d this bmiklet from training program 
<»leiaentH they found most effective in teaching auditcirs how to improve their writing, 
n^e s# eretarie«i, th«* illustrators, the reviewers, and the edit staff helped keep the booklet 
consistent with tlie concepts of clear writing. 

To make it easy for the n»ader. this b«K>k is divided into three |iarts. Part I coveni basic 
communieattoas ec»nrepts and tacts about how written wc»rds work most effectively. Part 
II shows the Header how t<i apply sound lini^^diting practice> and how to improve his 
n'port by writing wcll-stna lured paragraphs; by using active, informative st*ntences; and 
by seleeliijjr the right word>. Part !li i> a listing of troublescmie expressions and words and 
dieir more s^uitable alternatives. 

Direetor 

( ^ffn'c of IVrsimnc*! Management 
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PARTI 



Auditors Can Write Better 

Introduction 

I ndrrslanclmg luw wrillm rcmmuinirati(»n \*(>rks and applying thrsr rumvpbi in Sho 
fa^t'tnovin^ auditing rnvironinrnt arr aLM»lutt ly nrcrs.'^arN . Thr iindrrlying values of rlrar 
writtf*n r(»nimuni(*ati(>n an* llu* sarrn* a-^ llu>s«' tuidtTlving auditing. 

Kffu irnrx -Hood writing >avi's auditing and rrjMUling tiuif. 

Kconomx K»'w»T. lull wrll-rhoM'ti %v(>n^ m^an a Iovvit mA and a sluirtrr reading 
time for i\\v himx rrader. 

Kffr( iivi'n«'>«* A clear messag*' points up necessary ai^tion. 
Logic - Stnicture i> the foundation of clear writing and clear thinking. 
Kvidenee-( Concrete support Insures sound generalizations. 
Objectivity An accurate me>sage is easier to e\ahiat«'. 

Hoth the auditing tasks and the writing tasks are ( hanging. While the (? AO auditor still 
tests and reports on tiu* validity. conf(»rmity. accuracy, and consistency of futancial 
H'cords, the major part of his work now is evaluating and reporting on program results 
and managerial efficiency. These report^ recpiire an individmdized design and a writing 
stxie that bus) p<*ople ran easily read. 

(llear writing is no accident. A report is made easy to read and undervtutd b\ 
analyzing the sen.M» and substance of what i> said and how it is said, and then rewriting 
tlte message in >tandard Kngtish. 
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CHAPTER I 



Auditors C4an Communicate 



\Un\ an audit(>r who took hi*^ basic training in 
accounting acquired lan^iaj^c hahits aecf*ptablc to that 
diM-iplinc the accountants' dialect .' When an auditor 
kn«»\%^ the Header of his nport understand his 
dial<*ct« >tandard word> and phrases are acci*ptable- 
acci'ptable not from a graramatical or Hterar\ point of 
vicH hut from th«' point uf view of reader expectation. 
The report IS accepted by the rt»ader because he does iiot 
net-d tt> read ever\ word: he knows the standard format 
and where to h)ok lo Gnd the figures needed ff>r 
anal\si>. Tht> generalization holds for the communica- 
licm >kilU learned in an\ discipline, for each discipline 
ha> iU i^\sn ^pecial dialect and it> own private audienct- 
whi<*h undi*rstand> thi* message without reading all the 
word>. 

(J An repcirt^ an- read b\ bus\ nrianagers. legislators, 
and their ^i *ff assistants from many disciplines and they 
ma\ not h*- faniilii'r with th<* particular format or writing 
>l\le o\ the acci>un*ing HiM'iplin«*. To save thes«* readers 
from having to dec(»de the accounting dialect, (lAO 
n*porl> >hould be written in the tmiversal dialect- 
-^tandani Kngji>h. 

< J AO's pur[H)ses for reporting include motivating 
manager^ and legi>lators to improve (Government opera- 
lic>n>. \ mi»agi- motivate if it chango the value or 
pn>|ei*ti-cl v^orth of a decisicm. The message, th*- mean- 
ing, and tht* decision to act come from what is ^aid and 
\u»w ihe uord> are put logrther. rather than from where 
k» > phra>e> or fignro an located in the report. 

Ihe auditor can no longer convince his reader by 
>iitiplv repeating his pinnt o\er and over, lie must reali/e 
tliat onl> a higl *y mi^tivated read<T will toh-rate a 
complicated or exre.v^ivcU stereotyped style. In fact, tin* 
educated reader uant-^ the message without n^rtJess 
v\ord>. pa-^'-ixe voiee. abstract vcxabularx. and long- 



^Uord (hon e, sentener strurturr, hou idea* are devrl'>j>ed. 
and thr utam e (e.g.. defrnsivr or neutral) takeru 



winded sentenc-s. .An auditor tan ea.-il> b i rn to avoid a 
stereotyped approach by analysing h<)w communication 
works. 

Ho>v Does Commiinication Work? 

First, a reader responds psychologically with his inner 
can* to the basic rhythmn and of sounds acquired 
early in life. Written Kn^i^ish should resenibb' those 
familiar sounds, as in this example. 

The Indian Housing Program, with a goal of 
eliminating substandard Indian housing during 
the I970's. is run jointly by three agencies. The 
Bun*au of Indian Affain^, Department of the 
Interior, and the Department of Housing and 
I rban Development (HliD) finance lumie C(m- 
struetion and renovation, and the Indian Health 
St»rvice provides water and sewer.ige. 

Between 1966 and 1970. HI D and the 
Bureau built or renovated M,0(M) houses for 
Indiana for $108 million. (i XO reviewed the 
program to fltid out whether substandard hous- 
ing was being eliminated, and if not. what 
changes should be made. 

The program is not meeting the Indiang"* 
housing needs, and unless the program is 
accelerated, it will not meet its goal. Most 
families in new and n*novated housing are living 
b<'tter, but the program ha> not reduced the 
number of families in substandard housing. 
Despite the construction of ll,0(K) hoa^tes 
Utween I%8 and 1970, 9:{ penent of the 
familie.N in substandard hou^e^ in 1968 were 
still therein 1970. 

What .M*ems to the delay Y 111 D and the 
Bureau point to HTD s financing d<'la\s and 
some trine>' reluetanee to ask for Ked<Tal help. 
But (lAf) found four other prohh tns.^ 



•Pari of the original draft dijp-Rl of ilir p riori on the Indian 
Hou'^in« Program 18 included aB Appendix 1. 



Thf abc)\r f\f't*r|»L rratl aloud, falU <M>il\ on ihi- l ar 
ill natural spivrh |)aUiTri>. \rl il i> nol ovfiNiniplifircK 
Thr vt•rb^ art' iiiainK arltvf (run* ftiir/r* rr»n<;rar#»ci 
rptipued. aiul vpenO and an* >nnplr {find out. in>l<'afl ol 
OM^ertam) Inil nol rliil(ii>li. Srnli nrf varit l\ i> ;:o<mI. and 
U>t' n*adt*r (|iiic'kl\ foni>r> on ifn* idra> lo mnu-. 

In ffnilra>l» tnllf>win|» para^^aph. whifh nquirrs 
ci«M odin«^ lf*a\«\*^ Uit* rradiT wilh a ^<*a^t nii*.N^a;ii\ indi*i*d. 

h MTtii> thai rfvif%v> in drplh f»l ihi- 
rffirii rir> . rfiHicmn. and i*nVi'li\i-nrj<- willi 
whirh ihr artivilir> in\(»lv«-d in Uh- i*lrnn'nt^ of 
••ai'h romnninii-alion nu'diuin an- bftn^ f-arrifd 
on for ihr mrdiiini and anion;: and l>i*lwi*rfi llii* 
srviTal nifdia. IVo»n Uh >lan(i|»sinl him wrll 
dtvijnifd and i-flVrtiial ihi- al•livi\ir^ an- in lrm>> 
ot an (impli^liiii^ I SI. W objii livi>. %\oiiM ht- 
Mio? t a|)prc»priali' manat:i*nii*nt in vin^ ol 

iu)portan<'<* ol r\aluatin«i inpul in n-iatMui 
In oiilpul'orii no-d nu'aMirr> ii> wi-ll a> ihf 
|>ti>in<*vi*t\ p<- ifc^iw' t* invoKrd. 

Sm li uritiiiji: r\hihil> ihi- l(M)() sxndroiiir. Wlit n tin- 
\ornians in\ad«*d Kiijjaiid i1h-\ brought ihi- idi-a that 
Latin word> Hrn* >iiprrior (both MuialU and inti*l* 
liM-tuall\) to )short. ^tu^d\ Aii{;^«>- Saxon wurd.*^. With that 
idi-a «*ainr anothrr: If a man wantrd to IraM- thi- farm 
and risf in statii>. ho >hoiihl forgi-t thi- siinph' ^pl'l'l•h i>t 
hi> am r>lors and adopt thr ronrt langtiap* of thr kintt. 

|)c>.> niodmi man >till havr that i«|t af N hi^avoidinjj 
\i\v sitnph* din*« l >t\h- bt-raiiM' hi* iVars it will idiMitil> 
him with a \uvs <'lav^? I> ht* intrntionalK sprinkling hi> 
laniniap* with <ivrrblowii t«Tni> and l.atin-basfd jargon'f 
I)tH> ht- a^sinm- that trur wi.<^dom li<v in htg wonl> and 
diat MHiph- *%ord> an- lor ^iiiiplrton>'f INisitivr an>wrrs to 



lln-M- (^iirMiim*- hav<» a tradition among son^* preaf-lH'rs. 
tra<-hcrs. uritt-r>. and politirians. Hut niodrni p(4iti<*al 
lfadrr>, skillful advtTlisrrs. and otht-r rommuniration 
s|M*rialist^ in our tnrdia^mind^d MH»ii»l\ know a l.atin- 
likf h«>k no hm;ii-r wins thf n-adrr. 'Y\\v wonls of this 
MM-iiiintrK >iiiiplr p<MMU ti-ll iht- tab-. 

WordN And Little Ones 
Hy 

Arthur Kudnrr, for his s<m 

Nrvrr 8Var big long words. 

Hig b*vig words mt*ati littlr things. 

•Ml big things havr littit* nann*s 

SiK-h as lifr and drath, pt^ari*, and war 

< k dawn, da\. ni^it, hope, lovf, homi\ 

Lrarn to usf little words in a big way. 

It is hard to do. 

Hut thry sa\ what you mraii. 

WVn you don't know what you nu'an, 

I 'sr big words - 

'Hiat oftrn fool> iittb' p<*oplr. 

So word>, thi' right words, grt thr mt-ssagr across. 
I nfortunali'K , Uu-n- is mon- to it than that. What 
<-(>unb< in rominuni<'att<m? Mow ran rfft-rtivc Knglish hv 
put to work in n'porU*? What is thf ndationship bftw<ni 
rlrar writing and sound n-asoniiig? Thr m^xt thrrr 
rhaptrrs attrnipt toan.^wtT thi'st' qm*sti<ms. 
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CHAPTER II 

What Is Communication? 



(idniiiiiiriicatioii umoniit^ io iritiTchun^n^ tluiu^ht.^ 
o|iinuiiis. or iiif4»rmatic>n b\ ^|H*l*^l^ writintr. or H^n>. 
Tlii> al li*u^t four i*ti*ni(*nts: a M*niltT. a in«*vsaji£i% 

a nii'iiiiim. and a ri'cnxiT (riNuliT). (Uunitiiiiiiralitiii 
ha|>|M*n> wUru tin* n*('ri\iT lltMll*^^tanll^ tin* nll*^^«l«:l* tin' 
H*ndi*r intt-nilrii. 

Hut ><*vrral ^a^tcl^^ «*(mipti('atr tin* ^*«*iiiiti<!l\ >itn|>lt* 
('<>iiitnijrnt*atit)ti (mi('(*s>. \ ^|M*akl*^ or wriirr tna\ not 
haw M'lit till* i*\a( t Hitv<v^a««(* li«* hail i;i niin«l. \nci thi* 
nii*?*«a«:r M^nt ina\ not Im* thi- imv n-« i*ivi-d tin* M-ndi^*?* 
Horil> nia\ not ha\i> iM*i*n a;^ i h-ar t(» tin- rrcriviT a> tin* 
M*n(h*r intiiuit-d. 'Iin*n. too. thi* ri*(*i*ivrr tna\ not hr 
arruMomi*i{ to th«* nn*(iiuni in wliirli tin* nM>su<ri* i> 
^*nt a |t*tti*r. .1 tt*ii'|ihoni* conxrrsilion. or ^ sritt.n 
n^port. Ill* rna\ not In* ri*i i*i\in<! tin- mi*xsa«:r v. JuntariU. 
Hitli ih*i*p inti*ri*>t. or %\ith an inti'.it to n*!«|t«ui(|. TinalK. 
jn^t Miidin;: tin* nn*?v«.a|ii* may infhn'ni i* lln* rrci-ivrr. 
|iarti(*nlarl\ it it i^ ni*^ati\i*. 

r\i*n if tin M*n(lrr nn<li*r>tancl> tht* la(-t^ ainmt what 
niaki*'^ I'onununication wurk and i> rh ar on tin* |io!v«ihli* 
i*nV('tN ol iii> nn^^a^i*. lit* Mill u\a\ not in aiih* to 
I Dinninnicati*. i*or i-xainpli*. tin- M*ndi*r nia\ in»t know 
<'noii«(li ahoiit hi*' rit i*i\i*rV iii*<*dN or hi- nia\ r\« n In* 
tr% ni;: to roiniiiniitcati* uitli tin* uron;; ri*( (*iviT. Tint, tin* 
«4*iiiii*r*^ pnrpoM- nia\ not In* to iiilonn ot dariU hut 
HiiipU to doriiitn*iit iii^ work. l inalK. In* ina\ not In* 
or;:jni/iri<: iiir rnal«'rial ur|l iiioii^ih to |ii'rniit th** 
ri i i niT to liillou lij^ M iiM- and lo*rii . or in* nia\ Im* 
coin hin^ it in .1 4\li' Imi liillicnlt to lollou. 

tin- \artat>li> aHVclni;: ('oinninntciUion an* inltnitr. 
Uil ino^t ol tlii*ni iail iiiniir tin* ii\ imparl roncrpl 
d<*\rlopt'ti h\ Harohl l.a^\\i*ll. a ^ah* I iii\t*rMt\ l'nd<*>- 
•^or ol law. 



WHor >\V^ \VM \Tr m IN WHAT 

MKDIl Mr W ITH W 11 \T Kri-KCT * 

Who? 

Till* lir>t i*h*nii*iit of ('(»nnniiiin*ation i> voirr tl««* 
pi*rMMialit\ ht*liind tin* ttn*>sajZ<. In (Mivmitnnit ri*porth 
tin* who i^ tin* prrMUi >ipiiii^ thi* n*port. <irti*ii thi* hea<l 
of tin* a^nn*\. Tin* trin* author anoiixiiuuis and for 
«i(nmI rra>on. Thi* powrr and Matu> hrhiiid th<* p<*ts<>ii 
M*iidin<; thi* iiii*>>a<:<* lla^ a hit to do with lum thi* 
nn*>si«!i' i?- rrrrivrd anil how tin* rn-i-iviT rr^icts. \ 
nn*NNi^«* ln>ui tin* roniplndh^r (»rn<*niL tor i*\ani|dn has 
a iiiin h hi*ttrr chanrr o( inriui*n<*iii^ ht*havi(»r than the* 
>iUin* nn -v^a^i* from tin* aininymoii> author who wroti* it. 

^i*t. an(ui\nniii> aiithor>liip r<n!>train> tluiM* who 
writi* draft rrport.^. Hhvi(iu>l\. tlir writrr with a worth* 
whilr mi*^>a^i*. want> to niaki* Min* thi* rrport i^al'^urai«^ 
thai tt i> ( li*ar to tlio>i* rcvjrwin*: it and rlrar to thi* 
prrxui H;!nin«i it. lint In* «iiti*n niust writi* uithout 
knowiit;: who tin* ^pi t ifii* n*a«li*r w ill In*, itr how In* wiM 
iiM* tin* rrport. So tin* writrr oltm <io<> not know wliat 
i*niphaM<« tin* piihli*^ln*d rrport •^houUI lia\i*. To w<irk 
within tlii*M* (-oiiNtraiiit>. In* tna\ i Iioom* to put in too 
miirli inforniaticm ratlirr than too litth*. 'Hn* intmtion if 
iLtniij. hut tin* i*fli*t't i"^ nnn h like* <^lioppiu;i lor *9'<n*rril*^ 
with no n mu in mind. 

SavH What? 
» 

Knowing tin* purpoM* lor writing c-aii In* tii<* m«ii^t 
important >t(*p in tin* writing prol'l*^^. Tin* content «>r 



what io sa\ influnu^fj by wlix^ llii- tiirs>ap- said in 
ihi* %%ay it i> ^^iil. \Vli<*ii nhal arui why an* uol (*lear in 
tli<* writtTV mi lift. f*ham*f*«. an* tht- n)iifuM(»ii will ^how in 
Ihf writing and lh«- nn->sa4r«* will not ht* vUw, 

To lirlp flarity hi> rraaon for wrilinp. a wrilrr foiild 
a>k th«*s<* qnf*^tion^: l> tli<* rradiT Mipposrd U> iind<T* 
>land a spfrifi'* pndJrm? \> hr i»\|Miifd Io iisv ju(lgm<*iil 
an«I to a«*t'f II )W ran In* l><* iiifonnrdf Shoiiiti tlir writ<T 
1h* <*onnTrn*cl with int<Tistin^ u largr ^Totip of ri*adi*rs in 
thf is^suvf 

\«*xt is or^ani/atiimal inirpoM*. Manx (>AO n*p(>rt^ 
givf tht- (.(►npv>?* and tin- puUir answ<*^ to four 
tiindaim*ntal c|ur^tit>n>: (I) \rr puhli«' funds bf*nj: 
wa«<ti*dr (2) \n* K« ihTal projrrams a"hii*\in{i th«*ir obj«r- 
tivf^f (3)(.ati pn>vrrain o^ljll'tiv^'^ hr mv{ by usinjj 
diff<Trnt t>r Itiwrr rosl approachoT and (4) Art* funds 
U^inj: j4|M-nt b'jrally? Onr n-port* must answrr th<*si- 
qitrstions din*« tly sinr«* thr ri*a<itT ran art only ifissnrs 
and altrrnativrs di^' ii^M'd in tin* rrport an* writtrn in 
lan^ruagr hr nndrrst% nds standard Knglish . 

With s^H'eial rffort a uxitrr ran viMiaii/<* and writr a 
rr|M>rt from thr rradrrV point of virw. Hut to doho, ihr 
writf*r must rhanj^r his piTsp<*i>tivr from intrrnal pror- 
c*ssrs to rxtrrnal audirnri* un-ds. Mthou^h auditing 
pr(K'<'ss<*s an* important within tho or^nizaiion. thi* 
ri^adrr is intfTt*st<*d tn what was found and what rirfds to 
Ih* donr. Whrn thr writt r adds too many qualifi<*rs. such 
as in4i(*aied^ primarily^ gpnerally^ abouU and approxi- 
mately^ thr rradrr will likriy qu -stion thr n-ason for 
sounding! so drf*»nsivr and ma> rniss thi' nirssa^ir. 
Sflf^rrfrn^m iiig statrm<'nts, surh as in our reinpu\ we 
founfL and ba^f*d on the information made mailable io 
lis, trnd toronfuM* thr rradrr by obsrurin^ thr what wa-^ 
found in a morals of nho found it and how it was 
found. 

To Whom? 

Any writrr should know r4-v<Tal important thin^ 
alMMit to whom \ir is writin{£. Whrn hr dors not know his 
n-adrr. hr will find it unn«'< rssarily diffi<*ult to furnish 
nrrdrd inf(»rniati(»n in a lopcal. organi/rd way. 

Within (»AO. thr readrr is usually anothrr auditor 
oftrn o( hif^irr ^adr, whc) is sitting in tkf- rrvirw chair. 
HnL^idr of (I AH. tlir rradrrs arr Mrmbrrs of (iongrrw*, 
ron|;!rrssional staff, i-xrrntivr af^rmy of finals and rm* 
plo\ rrs. and thr publir. What an* thr individuals Itkr? 
What arr thrir rradin;^, rdurati(m. and intcdirrtual Irvrls? 
What arr thrir motivatiims for rraditi^; thr n*|Kirt? Is it 
for information or for artion'!* What an* thrir [wst 
r\prrif*nrrK uilh thr topii ? 
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Thf*ir rduration b*Vf*l is thr f*asi(*st to drl«*rmiur, of 
roursr. and with that a writrr ran prrdirt thrir trading 
and intr|lf»( tual Irvrk <^\0 writrrs rould takr a hint 
from thf* VKO rfl*nsus on whut <*duration and rf*ading 
Irvrls to approarh. Tiiat (*rnsus showf*d thr nirdian 
education levrl of ihv population agrd 2J> or ovrr was 
just ov<*r thr 12th pradr. 

As for thr (!ongrr?w and lis staff, thr av(ra;r«* 
rduraticm It*vr| is at b*ast 2 yrars of collrpi*. and many 
havr mon- yrars tlian that. Lawyrrs. buKinrssmrn, and 
iMtnkrrs an* prrdominant in both thr Housr and thr 
Sruatr. 

If (JAM chooses to rrach Ui«* bcttrr rduratrd T)."! 
p<*rrrnt of thr p<ipulation agrd 25 end ovrr. as wril as 
NVmbrrs of (>>n^rf*SA and thrir staff> , thr writrr should 
write in a style rt*addblr by a rH*rHon with a lOth gradi* 
n*ading level -th<- n*ading h*Vf*l of the averaf^e collrjrr 
junior. This dors not mean that thr writrr should tf> to 
writr I'vrry report as if it were for a lOth gradrr. Itathrr 
hr should writr about difficuJt and relatively technical 
ideas in a language n^adablr to thr majority of edurat<*d 
Amrrican-i. 

Somr useful general I zaticms on to whom 
an* (t)!Know how the n*adrr intrnds to usr thr 
information, (2) coneentrate on the message, rather than 
tlie processes used to develop it, so the n-ader will n-arh 
the eonrlusion you intended, and (3) use a n*lativrly 
simfdr, straigritforward stylr mi busy rradcrts, sut*h as 
(Icm^ri Nvmi n, will not ^t(»p rrading. 



In What Medium? 

As Marshall McLuhan put it, "thr mrdiuni is thr 
message-.** A person's reaetion to the K|K»ken wor<: is 
different from his reaction to th«* writtrn word. Thr 
writtrn word is rigid; it cannot convry tones of voici . 
indicate gestures, or providi* ryr contart with anothrr 
IH'rson. This is an advantagr whrn thr mrssage must br 
objective or when it is a documentattd fact. Writt ru 
n'porting is superior when the me»sat^r is rtmtph^x. 
controversial, orhiji^ly trchnical: the mrssagi* will br thr 
basis for a law or an action against anothiT part\ ; or thr 
mrssage is fundamentally rrfrrence information, a pro- 
posal, or a disclosure. Written reporting gives the n*ad<*r 
lime to analyze what hr has read. 

Traditionally, public accountants have accf*pted the* 
purpose of reporting as attei<ttng: docum<*nting th<- 
validity^ conformity^ accuracy^ and consistent y of fi- 
nancial transactions. This purpose led to statidard 
n*porting formats and the formula appn)ach to writing. 



ERIC 



IV\KT l^^HM ISCOMMIMCATION? 



(•\0 inoNril io f*valualin|i program rrsiilts aiui man- 
a^rnal rfficinuA. Nrw iin'ssajirs r«*c|uiml nr^ foituats. 
Till* n^lHirl not nnl\ had U» ciiH unirnl and infcirni 
«|ui('kl\ liiit it had io vausv |M*o|dr tci rhanpr. r, \il 
wriliiifr muj*t n»flr<*t ihvsv :iltitiid(*>. 

With What Effect? 

niv rff<vt a nirssi«r<* nill haw on a rradrr is diffic ult 
to anltri(»ali*. Aflrr analv/jnji \n> rf*ad<T and writing ihr 
n*|MirU a wril«T may In^lii^vt' thai no ont* rould possthly 
'nisinlrrprrt or ri*ac*l nc*gativi*iy Ici his mi*ssagt*. Andy*! 
Jial is rxa«^tly what may happrn. 1 cxu a wiUr may try 
Io prr\rnl a n*adtT from dWihrratt'h inisinttTpp'ting his 
ni<*ssa«:i* f)r from Mowin^r np a rninc*idi*ntal tliou(i^il into 
a major isMH\ bul ihrn* is no way to prrvrnt an insinrrn* 
rradrr fr«>ni doing m>. IHow an* somr ways a writrrcan 
prrvrnt nninli*tilional niisini<*rpn*talions and kivp from 
alirnaling <»r ronfusing a n*aihT who n^ally want^^ logri 
ihr ttM*sHag<*. 

KNOW YOl!R PURPOSE FOR WRITING 

Thr wrtlrr nrrds to know what hr wan^s tci acmm* 
pJish. If hr is nitTrly dcH;umrntin{y^ ihr rrrord for fiilnrf 
rrr(Tnir«\ Matting down all thr drlailrd farts and figiirrs 
a«« ^rll a^ how and whiTt* hi* funnel ihrm iss arn^plahlfl*. 
Nhich Irgal and workpaprr writing is this kind of 
dcM'tunrnlation. Siirh writing is iic»l drsignrd for quirk 
or lri>uri* rrading. It must sludi<*d !*o ihr rradrr ran 
In* infonni*d ahont drlatls whirh support g«*nrral statr* 
ni<*nU. On thr nlhiT hand, if ihi* piirposr is to niotivatr« 
a d<'lati<*d rrriiation of all ihi* fart^ and pnirrssi^s may 
not hi*lp tht* rrjdiT imdirstand thr mr?^gr. As thr 
pur|H)M* for writing rhangr>. >o should thr writing 
approarh. 

\l ihr outsf*t. UM'fulnrNh i> thr ki'V. I srful informa* 
tion givr> Ihr dri'isicmmakrr thr hasu^ for drriding an 
a^^ur. If thr information M*nl i^ known in advanrr hy thr 
d«*< iMonmakrr. nothing will ha\T lirrn rommunicatrd 
ainl no rhangr i*an happrn. 

\ writ<T >hi>nld try to gaugr thr rhangr his rriMirtrd 
niosagi* will hring about in a dr<*isionmakrrV arlions hy 
aniiripaling his n*arlicm to thr n*|Kirt. Thrrr is no idral 
Hiiualion hri auM* a wriirr cannot anttrt|>atr all ns<*s or 
UMTS of ihr rrjMirt. Vrl Ihr writrrV r\|Mrirnrr and 
famiharit\ with thr MdijiTt malirr >hcudd Ik* usrd to 



hf*lp him drvf lop a suhj<*c*tivf* fon*ra>l that antiripairs 
prohalih* isrrs. ihrir nrrds« and thrir r«*articms. 

IISK OBJECTIVE, UNEMOTIONAL WORDS 

Avoid labrling facts with suhjf*f*ltvr rmotion-ladf*ii 
words likr malfeasance^ uwte^ extravagance^ ineffective- 
ness and fraud Thf*st* arr nrgativf*ly slantrd judgtn<*nlal 
. irds whirh drirart fnim an oIij<*rlivr lonr of tht» 
report. 

Lrt th<* rradrr analyse thr faris and ihi* ccmditions 
and do his own labrling. Thr wriliT c an win hb« rradrr 
and n*main ohjiTtivr by arruratrly drsrribing thr 
ronditicuis and suggrsting ways to < cirrrc*t Ihrm without 
using nr^tivf* labrls. 

USE CONCRETE WORDS 

Vsv words which acruralrty drsi'ribr thr object or 
activity you arr writing about. Such abstract words as 
atandardt, capability^ faciliiy^ service unitn problenu and 
factor have many meanings and ran rimfound thr most 
serious rradrr hnrausr tliry defy sp<*rific visual images 
and do not rrlatr to fundamental life rx|ierif!nceft. 
Rrmrmber* a word that means <*vrry thing can also mean 
nothing. (Srr pp. 12*14.) 

WRITE REPORTS IN A READABLE STYLE 

Thr style used to document for the record (legal 
drcisioa*^ and workpapers, for example) is diffrr(*nt from 
thr stylr usrd to communicate. Rrport languagr must 
flow smoothly. di.stinguish important idras from the 
unim(K>rtant. and maintain a tcme and radrnce approxi* 
mating s|iokrn Kng|i.sh. K^vi'ari'hrrs h.-ivr drvrloprd 
readability formulas to mrasurr how rffrrtive a writerV 
stylr is with his reader. Thi^sr formulas arr basrd on the 
following roncrpts. 

-Thr frwrr number of syllabirs in rach word of a 
(»assagr, thr easirr tlir passage* to und<*rHtand. 

-Thr morr familiar the words are, the rasirr it is to 
grasp thr m<*aning. 

-Thr rIoMT thr words an* to fundamrntaf life 
rx|terirnces. thr rasirr the writing k« to understand* 
Th«' shorter thr avrragr srntrncr jrogth, thr east<T 
thr passagt* is to n*ad. 



CHAPTER III 



What Is Effective English? 



Wctrds haw two dinirnsioiw. Thv\ denote meaning, 
dt^finrd in dictionarit's (ralird vocabulary), and they 
point out relationships anioii{i[ words in s<rntrncvs. BiUh 
dtmrntiion>. whieh form the e^tudirs railed semantics and 
^ammar. are at work in this poem from "Alice In 
Wondexiand." 

Jabberwocky 

bv 

Lewt^ (iatroll 

*1*Ha> brillii;, and the slithv toves 

did gyre and gimble in the svabe! 
Ml nums> were the (M)ro«roves« 

and the mome raths outgrahe. 

*'Keware the JabtMTwm k. my son! 

The jaws that hite. and claws that catch! 
R«*wan* the Jub-jub bird, and >hun 

The fnimious Ikindersnateh!*' 

He took his vorpal sword in hand: 

Long time the manxome fuc h** sou{(;ht 

So rested be by the Tumtum tree. 
And stood awhile in thou^iit. 

And, as in tifflsh thougtit he stcuid. 
The Jabberwock, with eye> of ilanie, 

(lame whiffling ihrtMtgh the tulgey wood. 
And burbled as it came! 

One, two! one, two! And throu^rh and throiijiri) 
The vorpal blade want snicker*sitack! 

He left it dead, and with its head 
lie went galumphing back. 



^V\nd hast ibou slain the Jabberwo<^k? 

(iome to my arms, my lM*aniish boy! 
( ) frabjous day! Callooh, Callay !'' 

He chortled in his joy. 

Twas biillig, and the stithy ioM^ 

Did gyre and gimUe in the wabe: 
All minisy wen* the lK>rogoves, 

And the mome ralhs outgrabe. 

I low does a read<T p't any sense from this? Since 
nuist of Louis (iarroHV readers are acquainted witli tal«« 
of knighthood and other heroic deedst the author 
counted on a spirial context - Uic readers^ previous 
ex|H*rienees* However, readers who do not have such 
ex{rriences may need to have the message explained to 
them befon* they can understand it. 

Root And Relational H ords 

In '^JablH'rworky'' it is hard to tdl exactly what is 
going on lM*cause much of the vocabulary is nonsensical* 
Words like vorpak uffixh^ and whiffling^ if not jabber- 
wacky itself, are not clear, but finom their familiar 
c*ndings or locations, we can guess their meanings. Other 
wor^s ar<* very clear: his^ i$u the^ to, 6y, oi, and it 

The words we do not know and the words whose 
meaninpt wc* assume are clear ean be divided roufj^ly 
into two groufis: root and relational . The root wcrdsar«* 
most of the nouns, verbs, and adjei lives which carry the 
ideas in a s(*ntence and make the point whenever feelings 
c»r ideas are communicated. They have ineaninp;^ which 
symb<4i%e n al-worid sulistances actions, and qualiticni. 

The* root words, howw*vcr, must be arrangc'd in the 
ri(£ht order-syntax-showing the relationships between 
Uiem. Words like the. of, fronts with^ so^ and as are the 



/O/ll 



PART l^WHAl IS EKFKCTIX K F.NCii.lSH' 



it*laUona I words which do thr arrdtipn(!* (M'rotiisr thr\ 
cannot be dc^fin^^d b> thcr:ij<rlvi»5i for their mcaninjrs an» 
found in the languagi* »iyKtcm itself. 

\» readers, wr usually do not pa> attention to 
relational words or to the arratigem(*nt whieli tnakt*^ up 
our grammar. Langua^;** works be»t wht*n grammar and 
ndational words are used so eff«rtivrl\ that lhe\ do not 
call attention to themsclvei». WV |ta\ att(*ntion to the 
riHil words- the main idea»-and that i> why these words 
sliould be within the readers' experience. 

The Rig^t Nannes For Hiings 

\^l)at journalises, edurators. so<Mal critics, and some 
<t(>vemment emplo\ee^ call {gobbled) ^ook is langiia;ceai 
an unnecessarily abstraet level complicated hy jargon or 
private meaning. Language r<*lates to ex|»erience th«* way 
a map n*lates to territory. \n\ map is >ymbolic. an 
abstraction of reality, and the person reading the map 
must refer back to rt*ality to test its validity. Words an^ 
symbols, too. Like marks on a map, they have d«'grees of 
(iistractton. To nam«» things we have to exclude many 
sp4*cific characteristics of the individual item. Thf word 
dog covers a large number of si/.es, breeds, and colors. 
All thv^\ differences an' overlooked in the abstraction 
dog. Thiii abstracting proceiis l< at the very eon* of 
lan{^age. Without it. we would not bt* able to <:om- 
municat<*. 

We can take any item or event and al>* iract it further. 
g(^nerali/.ing it to practicalK the entire universe. For 
example^ the w(»rd room can beeome a living area^ a 
tpare« or a faciiity. \ hammer may be a to^^L an 
implpmenU an artifm U or a cultural itom. This range of 
gitnerali/ation or abstraetioti '\> ii>uall\ illustrated b\ tlie 
cidsste ladder of abstraction . 

The more abstraet the term, the larger the territory it 
coveni and the wider the range* of iriterpretalions among 
n*aders. A can^ful writer guards against using an alistrae* 
tion which, although it includes his idea, ran bt* 
interpreted in diffen^nt ways. For example, tlie word 
facility can properiy n'fer to a faetor\ . hut factory 
should l»e used if tliis Ls what is being disi ussed. tacility 
shoidd In* saved to name something, like a shipyard wit!) 
vessels, cranes. diH'ks. tnu^ks. or building materials or 
any other comparable range of variables, lor which a 
sp«*ciric word like /armory is too limited. 

Skillful writei> help n'aders by using I'cmercle wonls 
to support and limit high-order abstractions. For exam- 
ple-: 

OMB ha> i^^Mied bn)ad giudeline> to the \ .S. 
(iovernment agencies die ting thai maximum 



fea^ible utilisation be made of U.S.-owned 
foreign cum^ncy. 

This sentence can b<* reduced, as one auditor suggested, 
to: 

OWB issued instructions requiring U.S. a^*ncies 
to use fon*ign money owned by our Ctovem* 
ment when^rver they could. 

Thi* most glaring error in the original sentence i» the 
phrase* majrimum feasible utUizatiotu an <*xiraordinaril> 
abstract term far away from the experience of most 
n*adcrs. Concnrte tf*rm3 improve such inflated sentences. 

A similar dangcT is dead-level abstracting— uAn^i words 
at the same level of abstraction to explain another. Such 
explanations do not bring the reader closer to under- 
standing. Most of the difficulty with (he following 
(*xcerpt li«*s in dead-level abstraction. 

Kveu when adequate provisions have not bi*en 
made to prevent ihe cKXurrence of O&M, 
problems that occur can hv minimized thnmgh 
proi*edun*s available for detecting and correct- 
ing improper or inefficient O&M* Kxisting State 
procedun^s, however, are in need of further 
development. In this regard, FWQA could Im* of 
assistance to the Statt*s by gathering and di^ 
semi na ting information to develop a model 
State program for the detection ana confection 
of plant O&M problems* 

Lets analyze th<* above paragraph. What are the 
adequate provisior^ that can prevent occurrence of 
O&MY Whatever they are, they cannot be improper or 
inefficient, but they certainly «an be cun'd by dissem- 
inating information to develop a model to det^'cl and 
correct <i&M pn>blems. liui what were the problems? 
Obviously they <H*curred and can Ih* minimized throug^i 
pro<*(*dures-if that helps at alL F{i*cau«M* all the words an* 
rougld\ at th«' same level of abstraction, the argimtenl is 
not advanced- it is on a treadmill 

Dead-level abstraction is usually accompaeied by 
other flaws in st>le, such as in the following excerpt 
when* wordim*ss eompcmnds the error. 

Tliis proceduii' was u.*signed to provide greater 
emphasis on individual pricing examinations by 
our regional offices. Bv giving regional man- 
agers increased ri'Mponsibility and flexibility for 
seleeling, s(*heduling, and njiortingon contract 
work, greater us<* is made of our regional offu e 
staff and n'ports are issued soon after field work 
i^ ecmi pleted. 
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LADDER OF ABSTRACTION 
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5 ORDER ABSTRACTION 



4'"0RDER ABSTRACTION 

3'°0RDER 
ABSTRACTION 



f ANY IKDUSTRtAL THINC WHERE 

'iNDUSTmALKfl ^ . . MIUTARY ITEMS ARE PRODUCED. 

MILITARY Muk 1^ § ^ STORED. TESTED, uSE0|pOR 

^ ^ ^ INVENTED 



^INDUSTRIAL 
MILITARY 
Pi^OOuCTlONl 

Facility 



ANY INDUSTRIAL FACILITY 



1^ 1^ 1^ WHERE MILITARY ITEMS 



WEAPONS 
PLANT 



rORDER 
ABSTRACTION 

rORDER 
ABSTRACTION- 



TANK 

FACTORY 



ARE PRODUCED 



ANY INSTALLATION WHERE 
WEAPONS ARE MANUFACTURED 



I 



ANY FACTORY WHERE 
TANKS ARE MANUFAC111RED 




TANK FACTORY 
IN WATERTOWN N.Y. 



A SPECIFIC FACTORX 



FART l-^HSX IS KKI W:TI\ K KViMSH? 



*rhr point rati hv madr with frwi r g<*mTali/ati(mH and 
ffwrr words: 

I ndrr this nnMt dun% riMcicnial niatiap rs an* 
n^ponsibh* fcir srhrtiiig, M4irdtdin« and n - 
|K>rlini: cmrcintract wcirk. Krgilcinal offirr staffs 
art* used mc»rt' for individual prtrin;; rxamina* 
ti(>ns. and rt-jiorts arr UMiid mhmi aftrr tirld- 
work is rom|ih't<*d. 

At ihv b<4totn oi till* aI»strartion ladder* anoiht r danurr 
awaits. The thouj^tful wriit r is aware that oversiinphfy- 
ing ean he a^ ncmsrnsiral a«< ovrrg(*nrrali/in^. 



Kor rxainph\ in otiv n-fiort on scilid wa<te matiap** 
nirnt^ thr writer blithely announeed: 

* * * the Armv is re*sp<msible for prc^viding 
support for naticmal and intematiunal poliry 
and is responsible for monitoring the sin urity 
of the United States***. 

In a repcirt dealing with the Army s mission, this 
statement might make s<*nM\ but in a report cm sotiti 
waste management, it is nut cmly irn levant but simplis* 
tie. 



CHAPTER iV 



Writing Within Reason 



Organi/ang ideas implies reasoning. The effects of 
poor reasoning are not so apparent a^ those of poor 
grammar or sp« lling. Poor reasoning, however, is mon* 
disabling to the audit report purpose. Reasoning relies 
on facts and inferc?nces . The reader^ questions of HOW? 
and WHAT? are b**st answen^d with facts, but WHY? , 
the most important question, must be answered by 
infer<*nce or by conclusions based on the facts. An 
auditor, perhaps more than other n^port writers, is awan* 
that his conclusion is a judgment based on a pre- 
p^rndt^ance of evidence and seldom is an absolute, 
inevitable detc^rmination. Much auditor frustration can 
Im» traced to this awareness. 



Inference, then, is an essential part of the job. A 
simple n*citation of facts, no matter how solid the fact^ 
are, create^ inferences. When inference** are made, the 
read(*r asks other questions: How adequate are the 
criteria? How sound is the ri*asoning? Sharing and 
exploring both facts and infenmces help to establish th<* 
truth of a proposition for the reader. 

To meet the tent of sound logic and clear rt*asoning, 
the writer must meet two standards: language and logic. 
He must (I) use terms, expressions^, and sentences which 
an uninfonned reader can understand, (2) prove all 
statements in qut^stion with (^itience, and (3) move, by 
clear anH logical steps, from proved statements to the 
eotH:hisi<m. as shown in this fc»rmula. 



The Iteosoning Process 




llif«*rf*nn*h art* lianlrr to arrrpt wlirri i\\v\ arr drawn 
Inmt oiiinioa^i and rin*timsUiiin*s oiibidt^ the cont|Mira* 
tiv«* K«*rtiriU of fart^. In Ir^ than totally certain 
ratuations thr hitricaK welUorgant/.ed p^*^<*ntation of 
t'^'id^'nci' i.s nwfs^ar) to ronvince the Header to accept 
the writer s interprt*tation. 

KeaHoniiif! b\ inference can hi* handled b\ .ndueUon^ 
deduction, or anaU»j£\. In induction, the ar^*^%.tient movi':^ 
from the faeiti to the generalisation. In deduction, the 
rnain iiiea is .<tate<l and then supported hy facts. In 
analogy . <ine situation is compared with or contrasted io 
another. Ml three approaches can Im* usf*d together but 
one approach muA dominate in a given section of the 
rt*p<»rt. 

To iiiMin* sound reasoning and good organisation, 
writt' out th«' antiei^Mited mt^ssagc in the form of a 
tcntativi* n*port digest at the end of the 8urvt*y phase. 
This provides the base upon which to write the rt*port at 
the end u( the revie\^ even when it is n*shaped and recast 
as the review prct *ee*ds. The tentative digi^t can b<* U8<*d 
by the entire audit staff as a n-port outline, for it shows 
what is t<t bi* ffevelo|M*d and reported. \t the beginning 
of the n*port- writing phaM\ the updated digest can be 
used as tlie outline. This is one way to integrate 
rer;ortini£ i^ith audit planning and execution. 

Many writers confess to outlining after they write 
their n*|K»rts just to meet the requirement for formal 
cutline>. (Intlining after thi* first report draft is com- 
pleted is a g<»od practice lor all writf*rs. Often such an 
outline can pinpoint otherwise unnoticed flaws in logic. 
The>e writers can improve their reports and contribute 
to the knowledgi* of others if they also prepare working 
outlines lN*fon*hiUid. 

According to the il \i) Ke|K»rt Manual, reports sh(»uld 
pn*sent 

findings and conclusions. 
• e<Mnm<*nts from or actions by a^eneies« 
-evahiation^ of the agei»rie>* comnM*nts or actions, 

ami 

^ nronimendatioiis or matters for congressional con- 

sideration. 

The writtTs nu*v<agt* should be iMitlincd in this 
st-quenee. Of course further outlining will be niTcssary 
within each area. \ general introduction is useful, but 
the writer sh(»uli) ^tart his report a^c lose to the message 
as possilde. 



Background inlormation must not cyvershadow the 
dominant nu*ssage. Kt>r example, if the report describ^'s 
the De^Kirtmcnt of the Army s inaction and its lack o( 
rt*sponsibh* polieie^^ in the management of solid waste, 
describing tin* Army s mission of maintaining national 
S4*eurity is sup4Tfluous. It sidetracks the read(*r bcfon* he 
^*ts to the message. 

After the writer gives the ne<-essary bat^kground 
c<meisHy, he can describe the issue and the causes of the 
problem. For example, nolid waste ha^ become a 
problem on federally owned lands b«*caus<* then* is no 
C(H>rdinated policy for policing cam)H*rs or for collecting 
and disposing of their trash* This point leads logically to 
desi*ribing the underlying caus(*s-l}ie real n'asons for the* 
problem: "'CampiTs are leaving more trash on Federal 
lands than the pri*sent solid wast«* disposal system can 
handle/' In this way the n*ader quickly knows the 
n*ason for the n-port. 

The Header is now prepared to understand the 
faeb: l-ntreated holid waste pollutes the waterways, 
creates scenic Uight, and invites rats and other und<v 
sirablc pests. Th(*se facts lead the reader to agree with 
the (*onclusi(m and recommendation* 

Other formats arc possible and n*port writers should 
cxpcrimcnL For siHne subjects the inverted pyramid 
may help. In this format, the reader is told what he first 
wants to know, and then is given (acts of decreasing 
importances so that the report can be cut at any point 
without losing meaning. Some (lAO reports can be 
written in the who, what, when, when*, and why of 
journalism and still document tin* findings. 

Kffectiven*»ss n»ports can be organiz(*d so that the 
iN^ginning not only names the subj.^ot but also indicates 
the pattern of organization. For example, an opening 
M'ntence may be ^'The * * * program is (or is not) 
achieving the objective of * * * for th«* following three 
reasons/' The rest of the n^port can cover the thrive 
n*ahons followed by the conclusions* 

When a report is wdl writt«m, the findings and 
conclusions will not have to be restated in the recom- 
mendation. Furthermon*, if the conclusions logically 
imply a recommendation, the n*commendation can be 
stated in spmfic terms and therefore be meaningful and 
useful. '^Consider revising guidelini^*'* is not as 8p<HriGc as 
'T.ximbank should develop standards for measuring the 
effectiveness of its financing svstem. Such standards 
could include * * * 
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PART 11 



How To Correct Writing Problems By Editing 

Introduction 

TIm- what and wh\ of ( (inimimkatioii disi ii.s>ird in part I explains that if thr rradtT 
did not «m"iIu- nu*s»atrr. nonr lia> l^ vti cnmrnuniratt'd. Part II ^ivrs Ihr Ikw for 
tran>niittin«! a nifs<safrr succ«'jvHfiiII\ . 

llaviniT a im*ssatir lo ftrtninuniralr is IIm- most ini|iortant part of \\ritin;r. Onrr tin- 
nu-ssa^^t^ hvvii idtntififd. tin* writtT ninst hmiw it will In- uiidrrst^wKl li\ nia^tt rinji 
thrsi- important writin<: skills: ( I ) jrroupiufr ^ ntmrrs whic h pru\idr ni* aninj;. (2) fraininj; 
si iil« n( rs which fiiw ideas, and {li) usinu wonl> which make sensi\ Dilifjent stud> of lhi> 
M otion will help auditors w Ihi want to conmuini/ate. 



CHAPTER V 



Organizing Paragraphs 



A para^apli ran br a sin^lr miphatit* word <ir a {jO'^Mip 
of st*titriH*rs Hhit'li d(*\'<*U»|» a >tatrcl or itn(ili(*d idra. In 
rr|M>rt writing, thf most roninum typrs of parajiraphs 
arr tlir rxposit<»ry and th«* A^nsi paraji^ai hs. 

Expositor)* paragraphs answrr thr rraderV qurstions. 
For t*xani{>h\ ihry ran enunuTalr or drfint*. 

- thr sU'ps in finanrinp a particular Federal project, 

- the kinds of finam'in}: probh-m^. 

thr rt*asan> » for financing the project with Federal 
funds, and 
the re^ult^ of the project. 

The\ can c*xplain hou :H>tnething does or doe^ not 
work, the detrrer to which something does or does not 
exist, and the* ccHiditions under which something does or 
does ni>t happen. 

Signal paragraphs help the n*ader make hi*^ w*a> 
through the n^port. They may 

introduce an idea, create reader interest, or set a 
>cene: 

- shift fnmi one subject to another; 

• call attenticm to important ideas: or 

-highlight major developments previously detailed. 

Sinct* signal paragraphs function only within the 
stnictUH' of the total report, they cannot be categori7.ed. 
The expi..sitory paragraph, however, has three ap* 
proachcH and thi*ee patterns. 

Paragraph Approaches 

Kach paragraph must lit»t its information (consistently, 
and the approach must be preselt*cted. The deductive 
approach announces the main idea in a topic s«*ntence 
(underlined) ;.tid then gives supporting details. 



DEDUCTIVE 

Technical afteistance to less deyelojied countrjeti 
covers the full range of activities plannin g, 
analyzing, educating/ and advising- traaittona 1l>' 
devoted To enha'n ctng human resources and 
inat ituUonal devdopnieiit. Thc''Agenc\-^f(ir lii^ 
temational DWelopnient provides technical as* 
sistance. under the Foreign y\id Program, 
througjh service contract^ with educational in* 
.«<litut8onSi firms, associations, and individualn. 
f)ften ih«»4* contracts finance as much as 80 
ptttcent of the total project cost 

An inductive appuiach gives details or examples and 
then moves to the main idea. 



INDUCTIVE 

.More medical professional personnel could be 
assigned to patient care if they were relieved of 
command, administrative, and routine duties. 
The use of MDC officers in hospital command 
positions for which they have been trained and 
educated could relieve more than 200 iihyst*^ 
eians of administrative duties. Increas<*d hiring 
and upgrading of physician assistants and 
supDort-services personnel would also permit 
meoical professionals to concentrate on pa* 
tient care. All of these actlong would reduce the 
total number of required mcdicgS personnel , 

SEMMNDUCTIVE 

Because there may be reason to withhold it, the main 
idea may be introduced at the beginning of the 
fiaragiaph and c9mpleted at the end. The semi-inductbe 
approach allows a bit of suspense. 

A team of corps members taught in one si^hool 
under an arrangement which, w<» believe, was 



PART iMmi;AMZiN(; PAR m;r\phs 



not aiHh iir!y.ed iind^T ihr^rtiabljiy^ lr«rklatioii. 
Thr cHirp8 memlMTb look cwrr tracliin^ |uisi- 
lions iiilt'iuM for r«*«nilar Ifarhrrs and lh<' 
Traclirr (!orp> fund> mpplanlrd Stalf and loral 
fundn that olh(*rwi5«» Hould havr bt't*n UM*d for 
r«*«inlar IracKrr Halarii^. Thrrrf5>n\ Uie inlt*nl of 
Itir l rtfi>lation nerds >l«^n>^"H:' 

Para^aph Patterns 

Kx|Kwit«r% para^raplis usw llin-r ursrani/alional pal- 
HTUs: (I) rnumrralum, (2) coniparixm, and (3)drfini- 
lion (olasi;ifi«*alion). Tho l\|ir i:f Information in llif 
|iara<i^aph d^(!lalr^' tin* pallrrn. 

KNUMERATION 

KnunnTaticn para^iraplis li.^l tin* drtatts in oin* of 
llir»*<* |H>8sinlr orders: (l)limr (rlironolo^irallv). 
(2) ^mvv (Uy UH*ation). or irn|M»rtanc!r (as llir details 
rt*late to one anollit*r from least to nn>st important or 
the n-verw). 

Time 

Kroni ineepticm of the loan pni^rani tliron«:li 
Jnne Ml 1 071, KIIA madi* LLm loans totaltn<: 
alMiut S420.M million to l,:Jiri looperative^. 
ni\ states that, in eliarijirin^ the onler of 
priorities for available poverty fnnds, OKOand 
the Offire of Mana^^ement and Iludgel deeided 
to dtseontinue the pro*!rani onJnne.M). P>7I. 
Aft of IVeemlH-r 3L 1972. HIA uas serviein^ 
•IHTi l ooperative.-i vvliit h still had active loan;-. 

4 Spare 

HIA maintains U Slate offier?* siTvinix the .10 
Statejs, the Distiiet of (.ohindiia, Pm rtti Kieo. 
and the Vir<iin Islat;d^-and ahont L7(N)eount> 
offiees. Kaeli Stale offiee is headed h\ * * * a 
din*etor who is res|K)nsib|e for ail pro^irams 
within his territory. The n>unty offiit/, eaeli 
under a count\ supervisor, si^rve all a^ri«*nltnral 
eonnties. Appliealions for aM loans are made to 
tlie eonnty or State offieis. (^mnlx offier 
o|M*rations an* n-vit^wrd h\ Til A distriet super- 
viM>rs and other KII A Stali- offiee offieials. 

Importanee 

At the other hi*i\\ si'hool, a eyeir H int rn was 
dtsniisM*d heianse he had maintainnl n*adin^ 
material in ihi* elassroorn whieli the >ehool 
lK»ard eonsiden d to In in bad taste. Ktillowinjr 
his dismissal, twti other e\eh* !l interns n*si«ined 
at thai r^ hool and M) pen*ent of ihe Mi xiean- 
Xmerieaii stnd< nls Ma{5«*d n .J-wn k walkoul. 



COMPARISON 

Details in eoni|uirisim parajiraphs also are enumer- 
ated: bnl ihe details of Iwo or iiion* idras are arraii;:<*d 
alongside raeli other m> tin- reader ean eom|. ire iheni. 

Parallel undonimented develupnirnt is a slral- 
v^ry for purehasin«i new weapons systmis whirh 
nnpiires (1) etmipelitive en<;ap*meni through- 
out the substantive slaves of deveU^nnent^ 
(2) eonlractor M*leeticMi baH*d on deunmstrated 
hardware |NT*Virinanee. and(H) deferred terhni- 
eai doenmentation until the winning eontraelor 
is H^eeled, l)in*et<*d t<*ehnoU>s\ lieensin*:. on 
ihe other liand, amoun'^^ to a iieensin^ clauM* 
inserted in development eontraets for hardware 
that ean be pun*hased eonipilitively . The elause 
orives tilt* (toVf*rinnent the ri;rht In pun hase by 
eoin|M*iitive bid after ihe hardware desi^m is 
stabilized. If the eontraetor Iom*s (Mit in the 
biddin<r. he nnist transfer his data and teehnieal 
know-how to the winning firm. 

DKFINITION 

A definitiim para>£raph is a liv brid of ihe t ao previous 
ways of slriieturini;!. It puts an idea or objeel in ;i elass 
and then, by any of the lhn*e wa>s (tinn*. spaee, and 
importanee) usfd to ord<*r details, it distin|iniislie,s l|n* 
idea or objeet from olhi*rs in its elass h> presi ntin*: one 

or re special marks ortniils. Hie foHowin^ para^aph 

deseribes luo etmstnietion nM*thods. 

Hesid(*s le«isin(i ur nurehasin^r striieture. Ml As 
ma\ aequire puldie housing by liavinji projeets 
eoustrueted under the ecmventional mrthod or 
the turnkrv method. I'lider th<* tiirnkev 
nn*thod, the* 1.11 A eonlraets with a d<*veh>per to 
pun hast* a eoiiiplelrd pnijert. The deveIo|HT is 
n*sponsibh* for the sit«-. tin- desijiii. and the 
eonstrnelion. 

Cherktng Parap-aph^) 

Thr brst and ipiiekesl wax for the writer to elierk 
i*arli para«rraph \^ io Icmk for: eohereut*t*. lojiie. iinilv, 
iind emphasis. 

(loherenrt* Do all sniten^eN move suioothlv from 
one to amitlier? An* there snmoth transilions from 
para«!r;iph to para«ir:ipli'f 

Lo^c Mo ideas follou in orderlv si*i|nenef'? 

tnity |)ors raeh M-nteme eontribut<* stdelv to ihe 
nniin idea in lliat p;ira«iraph? 

KmptianiM \> the main point o( the |iara«irapli < h\ir? 
Is tlnre a siatt d (or implied) topie s4*ntenei* about whieli 
all the other si nlMiei> n*volve'f Does that point sti« k 
with the muU r In uunr> (o lln- n« \t para^rraphr 



CH APTKR VI 



Building Sentences 



Thr Kn^iish >H*riloiu-t* is a c(>ll«Tti(in of tiouti>. Vfriis. 
mudifi«*rs, and rdnntrtivrs arran«i(*d thr way peoplr talk 
or writr io rach otluT. Vvrittrn s»»iitfnrr {>utt«Tti> ff^ov/ 
familiar through frn|u<*tit us<* and hrronir so much a 
part of sprech and thought that rhanpn;; thr ba^^ir 
pattrrtii^ (syntax) ran conlusr ihr rracNr. 

With a littir knowlrdji^r and a hit of prartirr, any 
rrport ^ritrr ran brrunir a tfood M'ntrnrr analvst. 




A writrr ran iniprovr hi.^ st\lr i»y nsin^ thr foHo^ tn<x 
i«(*ntrnrr patterns and adjusting: thrni t(» ^prrifir 

pUr|H».srs. 

(Tht* staff arrivrd at thr audit 
sitr.) 

(Thr aud tor rxaniin«*d thr rr- 
|Hirt.) 

(I hv offj -rr }[avr thr auditor thr 

rrporl ) 
(Th«' and tor is an rxprrt.) 



Noun and vrrh. 
Noun-vrrb-nonn. 



Nouti-linkin*; 

vrrh-noun. 
Noun-hnkin;; 

vrrh-advrrb. 
\oun-h*nkin;r 

vrrh-adjrctivr. 



(Thr auditor is hrrr.) 

(Thr auditor is Hr|l trainrd.) 



ThrH* flvr s«*ntrntn* patlrrns ran br varied by (1) 
invertinp (asking a qurstion instrad of making a stalr- 
mrnt), {2)fxpandinfi (addinji: tnodifirrs and using com- 
pound vrrbs and s(*ntrnccs), {^) substituting (using 
drprndrnt clausrs and phrasr^^ for what might otherwise 
br a jwntrnce), and (4) transforming (making thr t«»n- 
iriii i* pa^^tvr rathrr than active). 

How can thr siniplr hvu%% nvr **Thr auditor examined 
thr account" br varied? 



(Did the auditor examine the 
account?) 

(The auditor, who arrived and 
rxanunrd the account * * 
(The account which the auditor 
exaniinrd had two major errors.) 
(Thr account was rxamined by 
thr auditor.) 

I'sing thi' fivr sentrncr patterns and four variationH, 
thr writrr must conipoM* simfdo^ compound^ complex^ 
or compound-complex types of sentenee>. 



1. Inverting. 

2. Kxpanding. 

3. Substituting. 

4. iVansformin^. 



Simple- 



Compound-- 



Subj^tt with verb and dircet 
objert (coniplrmrnt). (Both 
bu)er and t^ii^Ww rxaminrd the 
pn>prrty.) 

Subjirt a(«d 'rrb with direct 
objiTt and in Hrn • object 
(rompb*nirnt-;. O ht manager 
assigned a I •'>,(KM)-pound 
niarkrting qiuda to Island 
hcadquartrr>.) 

Two sinipir scntrnccH- 
i nd r prndrnt riaus<*>^ - joined 
by a conjuncticm. 
(The I)rpartnH*nt had not 
c(»mpilrd arrnratr data, and 
it.s r<*)Hirts wrrr ovrrstatrd.) 
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Complex- < U\v df*iM*ii<lf*iit f'lauM* and <in<* 

iiiiii*ti«*nil<*nt dau^^. (It heavy 
to>s«s firrur iIm* (>ovtTntnriit 
will t*iit<T lliT* inv(*.Hti;iati<)ii.) 

Conipoiuid— complex- 1 thii*|H*iiiif Hi vlan>v and d(*- 

|M* n d<*n I r(aiisf * joituui to 
M*«'(>nd in('rpf*hdrtit riaust* by 
a ccmjiitu'tion. (Thr d«*cision is 
nc)t ras) xincr tlu- stratr^ 
ma\ not he rl'ffvtivr until 
niiirli latiT. and tin* situation 
M)mi*tini«*s rlian<!r.-i.) 

Thf {iood writtT buiMs u\Hn\ tlii*>o kr\ >rnii»nn» |»at- 
t<Tn>. variations, antl t\ (m*>. 

Svntax And Slvle 
» » 

ThroUi^h nian> nritin^ «'\|MTii»nr«> tin* writrr knoH> 
tin* \aln«* of usm*: arti\<\ ratluT tlian pa>.Hiv<\ \oin* (M*r 
pp. 24-2ri). of n*|H>rtuig tin- nn>st^c* rathi*r tliah wlio 
fi>und it p. 2.1), and (»f writiii;: i*l<*ar. coni iM* 

>4*nlfn<vs wliifli s|iariu«:K um* it w, th^n* are^ that* and 
uhfvh <1aus<> (mv pp. 2f) and 27). lit* aUc* avoid> usinj! 
t<H» man\ Hc>rd> pp. .*{()-3l), >how\ words (si'f 
pp. 3r.*{2). or t<H» Mian\ pn*position.s x>«*<* p. 20). 

Ilr kn<»ws that any word wliii-li diM*s not nann*. show 
ac tion. nifNiir\. or conniTl i> prolialdy a fr<*Hoad<T and 
should Im* thro%vn out. Il<* knovs wliicli part of th<* 
.M»ntrn<*f i> tin* nn>st t'lTi-rtivr for t niphasi/in«! k«'\ id«'as. 
In a >lif>rt. situpli* st*ntrnn*. th<* k«*\ idra (th<* Md)jc*rt) 
4iouid ronn* fir4. In tin* liin«riT ronipti x and compound- 
romplrx >«*nt<*n<*f>. tht* nn»t prominent position for tin* 
k<*\ idra is u>uall> at th«* «*nd. 

Thr lollowinj! M « tion> list th«* si*ntt*nr«* prold«*m> tin* 
writtT ran avoid if \u* |i*arns how to rffirtivi^ly us»* ihr 
liasir |«itlcrn>. variations, and t\p«*s of si*nt«*nrrs. Sonii* 
rxatnplt*?* inrlud»* nn>ri' than onr prcdd<*nK hut th<* 
dis4 iission will Im* liunt< d lt> thf most (divtous flaws. 



Syntax Cures 

PASSIVE VOICE 

\ vrrli is in th«' active \oirr %vh«*n thr >uhjrrt is doin*: 
tin* a<*tin«:. \ vrrh l< in thr pa>sivi* voirr whi-n th<* 
Md)jt*f*t is hrinu art^d u|>on or is tin* ri*snU oi ihea* tion. 
l *or mstani t*; 
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suhji'rt verb i/im l ohjevt 

Joints n*si}nnMl th<* dogoatclier |K>st. (Activt* voirr) 

/irrri, nonu subjpt*t 
Th«* do}i<*ati*tn*r pi>sl was n*si^nrd h\ .|otu*s . (Passive 
\oivr) 

Thr pa8siv(* voice slu>uld hi* usf*d only for <£oud 
r«*ason-when thr dorr is uuini|H>rtant, unknown, or 
obvious or whi*n thr n*rf*ivf*r of thr af*tion is f*mpha* 
sixrd. Th<* dorr- thr subj(*<'l-<iftrn lM*runn*s thr fdij<*rt 
of a pn*positioH and thr Vfxb lakrs on lirlpin^ words. 
Taking rniphasts away from thr dorr wrakrns thr arttoii 
and rontributi*8 t(# wordinrss. 

Tin* drpartuif*nt funusin*d thf* ilata. ( Activr voirr) 
Tin* data was furnislH*d by thr df*partnn*nt. (Passivr 
voirr) 

Till* (M>v«*rnuii*nt ronsolidatrd th'* insuranrr offirrs. 

(.\<*ttvi* voin*) 
Thi* Insuranrr offirrs wrrr ronsolidatrd b\' thr 

(*ovi*rnnii*nt. (Passivr voir<*) 

Oner a writer drridrs on voirr within f*arh s<*ntrnrr. 
hi* should stay with it. Spa-sinodirally rlian<;in<: voirr 
distracts thr rradrr from thr mrssap* b<*cauKr h<* has to 
ri*\'<-rs4* his thought prorrss. as in thr following lrn{>th\ 
M*utrncr. It is artivr until tin* woni drsirablr , thrn tin* 
action Midd<*nly n*vrrsrs ilsrif. Thr d<*part nn*nt nui>t 
takr its rightful place as thr subject of its rlan84*. and 
rxrrss vrrbiap' must br f*ut. 

(Original pasaive-v >ic:^ change) We briievr that, 
althouj^h revision of ith ;netliiMl of funding!, as 
prrvioui^^ly r(*cotnnricnded, Ls drstrablr, addi- 
tional artion should br taken by the drpart* 
nn*nt to strrn^hrn the mana^remrnt of thr 
for(*i^ buildintj: program, rvru if it rhoost s not 
to rrvisr thr funding! o|MTation. 

(Revised active) Thr I)r|)artnirnt should man- 
a^r thr forri^i buildin<r pro-am better, rvrn if 
it rho(»s(*s not to n-\*isr tin* funding oprration. 

Switrliin<: from thr activ to the passive voice may 
also b*ad to a dan^liuj^ phrase*, word« or (*lanse whi<*h 
may not connect to thr part it issuppos4*d to modif\. In 
the f(dlowin{£ siMitenee the introductory phrasi* d(M*s not 
mcMlify the snbjec t of the .nentenre. l/n» queition. 

(Original paiMve-dangler) In arrivinfr at the 
amounts of nerrssary adjustmrnts of Krdrral 
paymrnts, th<* quenticui ronrrrnin{j thr nursr 
staffin^islnndd lir rr.Milvrd. 
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mq. 5;: ^wn, Check: 




(SlNJTAy/ ? MEVER 
y BELIEVED THEY 
C WOULD 6OTHAT FAR 




(K<*visrd active) HHon* adjiif<titt^ Krdrral pay* 
im-nl!*. lh»- si-crrlan shoult) rrsolvr thr nurKi' 
Mainn<r pmhlrtn. 

Tilt* |»aHsi\<* voicr ina\ alsci inlrmipl ihr rradiTH 
llu>ii<rht h\ plarin<: ihr subjt*rt t(»o far tnmi X\\v verb. In 
thr rolIowiti<r M'nl«'nri\ 20 wcirds st*f>aral(* ihr subjtTt 
and verb. 

(Oriipnal pa»iive-sptit idea) Ifastr infomtalion 
ronnTnin<! thr |() California rontractors who 
won* to provide* t*niph)\nirnt opportunity in 
tht* |..\. an*a and who wrn* rtivrrrd in our 
rfvirw is shown brlow. 

(RevtKed active) KoUowin^ is information wc 
drvfl*hiprd on M) California contractors who 
wiTc to pnivtdc jdbs in lh<' I. .A. area. 

S»nir pa^sivr sentences caiiM- llie reader lo h>He his way. 
In Hir followin<2 scnlt'ncc the n'iider rnust put top'ther 



the pieces, as in a jigsaw puz/le, and the n*al t^ubjcct ift 
anylKidy s^^*ss. 

(Ortpnal pansive) The Kmbassy V rrnpunt^* pave 
(*lear indic4ition that serioUfi problems exist in 
connection with implemrntation of projccUi 
and programs and that npccifics with ret^pect to 
individual projc<*ts- which are needed to be 
known to surest corrective action are lacking. 

(Revised active) tntil the Knibassy knows mur«* 
about individual projects and how they operate, 
it cannot correct the pn>blcnu 

SELF-CONSCIOUS SENTENCE 

(hie conimtm hazard in report writing; is the writerV 
continual!) calling attention to his scnirce of infonna* 
tion. Once the writer has identified the MUirce. he dcN*H 
not liave to rt^nii'id the reader of it at ihe bc<rinning of 
ever\ sentence. If he must include tlie source, he should 
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subordinate* it tf> n*M of tl)«* il«*tuils anil it in 
thf rnitlfUf of the >fntfn(r. T\u* fivf wntt'iictv b<»low 
liavf si*\fn •^•IfTffrrfiicfs (ne or our), Thr r<»visal 
M*nt(*n(vs f*ni|>ha>i/.<* tht* ini*aiiin^. rathrr than tin* 
Kiurrf\ t>f inf(»rniation ami lia\r onU onf s«'lf-rrf<TrmM\ 

Sinn* n)an\ of tin* (Trors that jm^ found during 
onr n*vif*\v mvtv xUr n*Mdt of human rrror on 
till* part of liaM**li*vi*l (»rrMiiuirL wr r\uniiiii*il 
into thi* staffin;! and training of prrsonnri 
offirr> vis^itrd* VVr found that thr tt>ta! 
nunibiT of (MTHins assignt*d wa^ gi*nrrall\ r«|ual 
to tht* total iiiind>rr of tnan{K>wrr spao*s 
authori/.rd. 

Iloui'ViT. at H'vrral CHl'Os thrrf wm* pTson- 
uv\ .sborta|Zi> in tlit- hOprr\iM>r\ fK)hltionK. For 
rxaniplr. at onr C:Hi<K we found that II 
sapmisor> positions urn* not filled and that 
1:2 niorr apprrntii-r piTK)nnel wrrt* okm^uihI 
than HiTf authori/i*d. At another (IHPO. \vr 
found that thr poMtion of thr Chirf. OiVO. 
Iiad bivn varant intrrniittrntly for ahnii!<t 2 
years. 

(A revision) Thr nunibc*r of persons aa^signrd to 
tbi* fivr |rrrM*nni*l t)ffifi*s \sv viHtrd u^ualU 
a;uTi*i*d with thi* total span's authorizrct. Srvrral 
(:BP0> 'irid iVutT suprrv iwrs and morr apprm- 
licvs thati autburi/.i*d. At anothrr. thr {M>silion 
of rhirf bad brrn intrrmlttrntly vj»rant for 
ainioht 2 yrars. 

Urrr a^aln. undur srlf-rrfrnwi* dilutes tbr forrr of 
tiir tm|iortant ronrtunon. 

Our position is in roniph'tr a^rrrnn*nt with 
thi'M' miidrliru's. Wr briirvr that it is inrumlirnt 
on thr inihistrx or niuniiMpality srrkin^ to 
pro\idr |r>^ tlian !«rondar\ trratnirnt to doru- 
nirnt that thr h•^srr drgrrr of trratnirnt uill 
pn»vidi* for watrr quality rnhancrrnrnt rorn- 
iiirnsurafr \%ith prc»por<ird prrs«*nt and fiiturr 
watrr us«'s. Wr hrlirvr als(» that an\ industry or 
niuniripdity uhirh is all(»wrd to pn»vidr Irss 
than Mvondary trratnirnt shoiihi br advisrd 
that, if rinriinistanrrs rhangr as a rrsnlt of 
fNipulation gn>M'th and/or iiiibistrial «*xpansion* 
it nia\ br mpiirrd to upgradr its trratnirnt 
farilitirs. 

Without altrriu<; thr main point, tbr passagr rmild 
rrad : 

\\r agrrr coniph^ti K with thrsr {jiiidrlinrs. Thr 
iniliistr\ or inuniripalrty pro\iding Irss than 
s4*rondary trratnirnt should rslablish that U*smt 
trratnirnt "will providr for watrr quality rn- 
banrrmriit roiiinirnsiiratr with pro|M>w'd prrs- 
rnt and fiitiirr watrr uh's." \n\ indii^itry or 
niiinii ipaliU pro\iditt<i mi< li trratnirnt sb(»iild 
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br tohi it might havr to iipgradr its fai ilitii*s to 
pro\idr for |Nipiilation growth and industrial 
rxpansion. 

Rriiirmhrr M*lf-nMrrrnring liiiirs tbr trur Mibjrrt of a 
s*»iitrnrr, roiifiiM*s thr rradrr. and givrs thr rrport an 
unnrrrssarilx drfnisivr toiir. Turk tbr scnirri* of infor- 
mation into siibordinatr pbrasrs and \oii will siilvr thr 
prtddrni. 

IT IS AND THERE ARE CONSTRUCTIONS 

S<»mf* famous writrrs havr made gtMHl iis4* of ii and 
there ronstrurtioiis. *\\nd thrrr urrr. in thr ranir 
rouiitr\. shrphrrds abiding in tbr firld. krrping watoli 
oviT thrir flcnk b\ night.** (Lukr Hut rrport writers 
will do well to hr dirret. It and then* H*ntenre 
ronstriietious add unneerssar\ words and eotieral thr 
truesubjert^ as illustrated briow . 

Further, il is not elear to the eonimittee 
nirnibrrs wbethrr or not the eoinniniiitx 
denrrs a standard interfaer. 

(A revi«oit) The ronirnitter nirnibers are not 
sure W'hrtbrr tbr ADI* eonimnnity waiib* a 
standard format. 

Thert' for a M»ntenee op#^n'T can also lead to 
diffieulty. 

Tbep * wrre inan\ arras and itrnis of r<piipnirnt 
in th% plant that afitN*ared to us to be unsuit- 
able for tisi* in the preparation of HmkI 
prtMlnrt^. 

(A revision) Man\ areas and items of iipiipnient 
appeared unsuitable for prrpariii^ lood 
prnhiets. 

Thr it ronstriu'tiiui ran also Irad to in\td\ed srii- 
tenei> like this one. 

It appears from tnir rrview thai tlie Drpart- 
nientV drtrrtnination (»f wa^r ruti> ri^ibts for 
frdrrall) finane<*il housing' (*on.^tnirlion, at tlir 
Drpartinerit prior to l^frft, has geiieralU c;>n- 
sidrrrU Irilrrally finanenl hoUrJng ronpitrnetion 
as similar to eotnniercial building eonstruetion 
and has generally pr<*MTibed the union* 
negotiated wage rates for roniinerrial imihiitig 
eonstruotion as a prevailing rate for housing 
eonstrintion. 

(A rt^ision) Hrfore VtUH the Department usii* 
alU si't the same wagr ratr for KnlrralU 
finjneed housing as thr union*nrgotiatrd ratrs 
f(»r t ominrrrial building roiistritrtiim. 
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SI BORDIN ATION 

Whfii Mli'a> arf not \%rll cirdrred. lhr\ art* hiildni^ a^ 
ill IIm* lollouin;: c*\ani|»l(\ 

Thv \l) admiiiistralivi* |M»>iti(>ii> Hhicii w<* 
lH*lii*vr ran Im* dimiiiatrd wrn* aiUU d uwr llir 
\rar^ hiiirt* thr roiiipaiiy raiiM* into lirin;! 40 
xrar^ajto. 

{\ reviition) SiiMf* iu >itarl M\ yrars ajiiK llir 
( (Hiipati) ha^ aiidrd 10 aciiiiiuiHtralivr |iositi(in^ 
\%hirlK wv tM*lir\c\ ran iu»\% Im* rliniinatrci. 

or 

I ru of tin* adiniiiistrativr |H>Mtic»ns addi^d cner 
lh«* |»a>t 44) yrar?(ran In* rllminated. 

\ srnlrnri* lairK shouts out iU main idra nnlrssit is 
cdiMiirrd Uy irrr|r\T.nt Mi|>|drtn«*iitary infc»rinaUoiK In 
«i«mm| !%rfi|rnrrs, Ivss important idt*a^ arr Mihordinati* to 
nH»rr iiii|H»rtant oiirs. Lrns imiKtrtant idras ran Ih* 
tiK k«**i into tina>stunin{! plarrs. as shown in thi^ revision. 



Siihord ination ran intrc»diirr otlnT s^'iitencT diffi* 
niltir.v Oiiir liavin*: iiiasti*n*d MilM»rdinathm. the writer 
mtisl not ovf^nio it, ior oftrn <*xrrsMVt* suliordinatimi 
|>n>diirrs iinnrrrssariK |oii<> H*iitrnrrs. AlthoUf^h effeo 
tivr H^nlriwvs in trrhniral rrporls KMnrfirnrs rxrerd 50 
Hords. an mrra^re m ntrnri* length of 20 wcHrdi» 18 
prrfrrrt'd for riarit) . 

Wliatrvrr thr si*ntrurr Irntzth. thr most important 
idt a shcnild hr rithrr at thr hr^iniiin^ or at the e nd, or it 
ran hr introdiirrd at tht* he^iniiint; and rompletrd at the 
f*nd. Tilt* niiddir of thr sentrnrr licdds supporting ideas 
and intidrnLiI drtaiU nhirh are oltrn needed for 
rrfrn^nrinji. 

In an introdtirtory positicm. thr suUirdiiiatinfZ wordo 
like althffUfih^ sinre^ hrrau!n\ and denpitf^ show how 
ini|Hirtant thr ideas an\ (Tcm> often eontrasts are s«*t up 
in two s<*ntrnreh liiikt*d hy houevcn) The suhordinatinfi; 
word^. whirh add variet\ and whieh are niort* precint^ 
and <*ffertive. rotild have lN*en Used in this s«*ntence. 
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Wf ti(»l iiiakf an ovrrall •TahialifUi of ihv 
tt(lnimit4ralioti and n*hiillsof thi* titl<* I pn>;;rain 
in lo niabh* us lo roiifinn the valt(ltt\ of 
llif abovfuiifd fondiiMiMis. \\f (lid. lMmt*\rr. 
f*%alual<* a niinilMT ol ar^os uf atliuiiiislralion in 
hIimIi iIhti^ uiTi* o|HM)rlunilM'> lor sln'njrlh- 
nxuv^ niaiia^<*iiu*iil <*onlrols. IMtr fintiin$;i^ and 
ri'«*oinni<*t)flations portainin^' lo niattrrsi 
arr fliMMixMul ill Ihf lolUminf: i liapt«Ts of ihis 
rrporl. 

<A reviaon) Ahltcnitilt h<* di<l not <*valuat«* th<* 
adtninislralion ami rrsulU of ihe lilSi' I jiroirratii 
ill (lliio wril <*tiou«:li to validat<- our von^ 
^lllMon^. <lid notf niana^<'ni('r;t o^iitroU 
rould hv slrrnf^luMird. Our findings and rr^M m- 
nirndatiovu^ tollow 

Th«* Mrdiraid pri»^ain in California hf«aiiie 
rfffilivt' March I. \^Mk and i» refttrrrd to as 
Xh'dical 

(A revision) KflWttvr Marrh I. \Wk iUv 
Mrdiraid |iro;rrain wa-* started in Caiift^mia and 
nan nanird M«'dit'al. 

In tin* ••xainph* Im . does not avcomtflish objectite$ 
i^ far cliffiTfnt in form and ronnotaticm from does not 
upfppar to bp justifi*^ and tlien^fori* c annot he conin'cted 
b> and. The Mdution is to suburdinatt*. 

V-fcirdintiU. the use of l ediral funds* lo 
finanei* traininjr in suc h jcdifi does not aecotn- 
plihh the stated ohjertivi^ of the jOfiS [•rogram 
and dofs not appear to he justified. 

(A revwrion) I siinji KcnhTal funds to finance 
hUth training: appears unjurtificd because the 
pfoph^ trained in these skills do not mee t JnBS* 
projiram c»hj<*etiv<>. 

Thr indrprndiMit i Iuum s in the followini; eotnpound 
s iitemc- do not Moufi '.i^p ther because they are not 
ri*latc*d. 

Files in thr ajrc»nc!y office showc*d that records 
had bcM-n kept sinei- 1950, and llie annwy has 
an <*xc(ileiit credit rdtin«£. 

The onK wtt> to correct the sentence is to 
divid<* it. 

DANGLING PHRASE 

?ometimi»s a h ritcr places a proup of words-^usuall) a 
incHUf>in^ phrasi ~-in the wrmifi place: not next t(» the 
uord it is supposed to modif> . In a si*nse. this is a 
wnteiiee order p-uWr?e (m i- pp. 27-28) but with enou|ih 
difference to rale its tmii idassiftcation. The best v^AS to 
describe thi- probhm is to ^-hcm it at work, as in these 

e\alUple^. 
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l.<K*ai residents will be in v\u\t\iv of the \iirious 
td*fi<>> under the dircctitut of the Ba se <jffieer> 

(A rwision) Local residents, under the directitm 
(if the* Hum* officer, will be in char(*e of thi* 
various offices. 

or 

Vdditional information from tin* eoniinittec 
wtiich de^cr^bes the proj et*t must ecnled 
before ^••infi sent ahead. 

(A r^viiton) Addititmal intorniaticm, wlii(*h 
ueM*rilM>- \\h projeet and whii'h ct»nies fnmi the 
eommitti*!*. must coded befon* beintr s<-iit 
ahead. 



OVERLO.ADKD SENTENCES 

An inexpcTienced writer oft«'n a«ids one idea to 
anolhcT witlH»ut slHiwinj: how the ideas relate. The extra 
idea^ distract the r<*adf*r i'nmi the main point, as in the 
ffl»l|(min<; (*\ainple. 

Kmbass\ (ifficials informed us that. lH*cause the 
lessors wi're (:eni*rall\ out of the eountr) and 
were difficult to contac : and lievaUH' it was 
often difficult to |M'rsuade them to make the 
iier<'j^r\ repairs and because the n*j»airs were 
needed imm(*diat<*l> , the ?vml>a8s> had nmiW 
the rcpair^. 

(A revision) Kmliassy (dTicials njiaired the 
[HnMy maintained buildin;r>. either because the 
|essort» would luU do »o or because they were 
difficult to contact. 

Tln' si'ntetice is improved beeause the unnecessarv 
process deMxipt ion has been deleted. 

OVERMODIFICATION 

In ea«h M'ntenec be|(»w« the underscored word is 
unnecessar) because it adds n(»thtn{z to the other words 
it is supposed to modif>. The underscored w<>rds are as 
ridic^uloud as the expn*ssion the honest truth, althoU{!h 
n(»t as obvi 'US. 

1. The applieatiim was stibsiu|uent ly approved 
on March IB. fWas approved Ts >ulficient.) 

2. Our P»view was aiim^f siiecifi<aHv at that 
problem. (If it was aimed, il would be 
specific.) 

'A Accurate forecasts of attendance are vx^ 
trem<*lv im|H>rtant. (There are no dcfireesof 
importanc<* in this « cmtcxt: it either is or 
isuH.) 

I. The nianap*ineiit control oi the in\< ntor\ is 
the overall re^ponsibilit> * * *. (Manafje- 
meiit aj*Mimes il?; contn>l is overall.) 
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r>. Th»* (it*parttnrnt t^>ok siimiiitaiit worth while 
arlitm ^ * *. (All worthuhiU* artiuii 4u>uld 
hv sigiiitlrant.) 

6. Thf triaria<;(*nH*nt <hm U*d our partirular 
attrntion to ^ * ^. (All of our attrritioti is 
nartirular.) 

7. \l\v itl^tallation is loratrd tn olost* proximity 
io San Oiffio. (IVoxiiiiit> uioaus close or 
near) 

8. Thr iiM* of rouipatibh* mat(*rial^ ii< curr»*ntiy 
briiiji 4u(iircl. (/.« xxxvan^ currently.} 

'Ihc wa\ to avoid unn(*r(*hsar\' intrtiMlHTs is to ank if 
th(* intrtisifitT rhati^o thr meaning. If it adds only a 
minor variation, it should Uv dr(»pp<*d. 

PREPOSITIONAL DECAY 

IVrpositions an* important brcausr tht*\ join ideas 
and distin^i.sli imfiortant idras from the less important 
ones. They inipHAe syntax. An effreti\e writer avoids 
htH>kin^ pre|K)sitional phrant* onto prepositional phras«\ 
hrcaast* of the freight-traia «'ffert the\ produce. 

KOA authori/<*s financial assistance t^ public 
agents or private orf^ni/.ations foj programs 
which may include economic and business 
d«*\eloptncnt programs, including programs 
which offer financial and other inc(*nttves to 
business to liK*ate ui or near the an^as served, to 
provide employment op|K>rtiinities for residents 
^ in those areas. 

(.4 reviai>^. the meaning is not clear but ) 
KOA finances public and private* programs 
designed to help business locate in high* 
unemplo\ ment areas. 

Too mmi> prepositions also give a si'ntence an overly 
qualified tone. 

The (veneral Accounting (•ffice has reviewed 
claims made by the State of California under 
the M<rdicaid Program for Federal funds to pay 
a portion of the cost of skilled nursing care 
provided lo individuals in State institutions for 
the mt*ntally retarded. 

(A revision) (i \<l reviewed (Idifornia Medicaid 
t iaims f(»r skilled nursing care that was provided 
to fn«*ntall\ retarded pernms in State insti- 
tution>. 

^hen a .•sentence i.^ afflicted with prepositional decay, 
its trtH* subjtrt ma\ be buried, lost, or disguised as the 
object of the prepc'.-<ition. That violates the sentence 
)iattern. In the following paragraph, abstractioa^. such as 
efforts and apprmch, are given places of honor. Kven 
though lh«- pattern in the third sentence is normal 
(subjeet verb-objert). little is eommunicated because the 



rt*al meaning lies somewhere in the phrases to the 
systems work and making needed or desirable changes. 
The paragraph should be n^^ast, giving the subjects their 
proper places and cutting out the ab.stra< tioii. 

The (!en(*rai Accounting Office has continued 
its effort U> improve financial management by 
cooperating witn agency officials in the 
velopment and review of stat(*ments of account* 
ing principles and stanBards and of the design 
and operations of their accounting systems. 
These efforts include consultants, circulation of 
examples of good financial management prac- 
tices, amT* review of agency systems work 
provides the basis for making needed or desir* 
able changes. 

(A revitton) (MD cooperates with agency offi- 
cials in designing and operating their accounting 
systems and in reviewing accounting principles 
and standards. It consults agency officials, 
circulates examples ot* good management prac- 
tices, and reviews agency systems submissions. 
This progressive approach (!Stablish(*s a babis for 
making n<*eded changes. 

The revision has 5 prepositions doing the work of the 
12 used in the original vt*rsion. Ry eliminating the 
unnecessary prepositional phrast*s, the readtr gets the 
same niessage in 44, rather than 74. words. 

DILUTE VERBS 

In Knglish. a writer can interchange nouns and verbs 
by changing suffixes. A strong verb can be changed to a 
weak noun or verb by adding spf fixes like ♦ire* 4se. and 
<ition, A Government favorii- . detennine (a strong 
verb), is transformed into determination (a weak noun) 
and us«*d in the* v Tb position. By diluting th<* verb, the 
writer can no longer just determine sonH*thing-he has to 
make a determination of it. Note how the dilute form 
stretches out the thought, forces the writer to usi» the 
extra verb tnakes and sets up the sentence for prepo- 
^aitional decay-the of is sitting then* waiting to trap the 
true subject or object i T the sentence. Thes<- traps and 
the dilute verbs that set them up are comm<mpIace in 
( I over n ment writing. 

l.NS ys responsible for administration and en* 
forcement of immigration and nationality laws 
relating to the admission, exclusion and depor- 
tation of aliens and th<* naturalization of aliens 
lawfully resident in the I nited .*^tates. 

There is a lot going on in this s<*ntence iiesid(*s dilute 
verbs, but let s Start there. Note how dilute verbs force 
the writer to use pn*positionaI phras(*s. Why not write: 
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(A revtaoti) I^Sa(illutu^t<T^ utiil f*itfom*.s iiiitiii- 
«;ratu»n and iiatuiiioliu lauN II aiimils. c*x- 
diMi<*s« ami df ports alinisuiid iialurali/.rs aliens 
le^^alK rrsidin*! in ihr I iiili*d Slalrs. 

Thr dilute vrrb is rpsponsibU* for is not uorkiti«r. so 
dolrtt* it. The dilute verbs administration (of) and 
imforcemmt (of) are Imtli eliminated hy ehan^in*: tlietti 
to aetive (orr^> adminintfrs ami enforces. Relatinfi to 
means on but iieilber i> nei»di*d. Admission (of), depor- 
tation of. and naturalization of ar<* all dilute verbs and 
eail be eliminated b> u>in;f the ai*ti\<* ionn id tin* verb 
that is buried in (he dilute verb. Ihlute verbs do not 
violate Kn^^lish (iramniar. bnl the> tioob>eiire eonnnuni^ 
catiim. In en'ieirn<'\ ami etTeeti\rne»i>and erononi\ tliey 
mm* Itnv. Worse \(*t. ililnt<* verbs keep liad eom|ian\ by 
pr(mn>tin<! th«* |ia>>ive voiee ami prepositional di*i*ay. A 
list of dilute wrh forms ami their alternatives beifins on 

REDUNDANCY 

Scmir urit**rs trrat reilinidane\ and %%oriIiness as om* 
rommon pndileiiK berau.«e of tin* uniipte ua\sin uliii*b 
\%ril<*rs o\f*rload their ronunniiii*ati<Mi>. Kaeh <*an be 
«b*alt uilh as M*parat<* but relatei] probb*m. To differen- 
tiate: when a i%riter n peals ideas u>in«: «*ither the sann* 
or differi*ut word>. h<* rednmlant: %vhen he tiseji the 
same word o%er and i>vi*r. or wht*n h«* uh> too man\ 
different words to f*xpn'>s on<* id<*a > he is uordv. 

Ke(hmdam*> i> praetiieti b\ a %vrit«'r who be|irve> 
that written dirretivis niakt* prople behave belirve in 
white nia<!ie. Surh a writer a>sunh*> that, if h«* niakrs his 
IMiint enough titne>. tlie id«*a is trm*. <'lear. and tM*li<*vabie 
aind that no one woidd quote it out <»f <u»ntext. as is 
illustrated bv this < xampb*. 

\Vr istimat<* that Dnf) lould have ^aved Sh 
million b\ titili/in^r the nitUM^il siiaec* im M\(! 
aireraft lor mo\in(i part of the nna<*<*onipanied 
ba}r;!a(!e tran>ported eomnierrialK between 
CON IS and points in tlir IVifie and South- 
we?*! \sia diirinf* i^ah*ndar >rar l*H»0. 

On ilh* >itu\v pa^eof th<* n^port ^as lhi> rM^ntener. 

thir n'vi<*w >liowed that savin^rs of about 
million rould havi^ in^en n ali/eii b\ iitili/in*: thr 
nmiH*d >pa(«- on MM*, aireraft for ba}r«ra«!e 
shipni«*nts uhieh had be«^n t(^iiden*d {o eonnnrr 
f*iai earrirrs for movt^nn^nl lM*tw«i*n C.nNl S and 
points in ihr l^arifii- an<l Sonthuest \sia diiriny 
ealendar \« ar MM>(>. 



Were the n*dumlancy was caUHt^d by a |H>orly organized 
stor> . Correet ihe problem by reor^^ani/.in^ the |mge and 
eliminating one of th<* sentf*nees. 

Redundancy alsi> o<*curs when a writer states th«* 
positive and then the negative side of a eondition or 
t^i&iue. In belaboring the c»bviou$. he unintentionall) 
assumes that a simply stated message is unclear atid 
sugg<*sts that the reader is unable to st'i* the negative side 
of the positive statement* as in the following example. 

It appearh that a successful attempt to coordi- 
nate s\stem development would rtx|uire less 
d«*veU>pment time. 

The statement is folh»wed on the same page by this 
negative statenif*nt. 

However, we recognize that unsuccessful 
att<*mpts to etuirdinate systenis development 
could result in cx|H*nding a considerabb' 
amount of tiim* without being an\ cb>s<*r to the 
g<»aL 

If sui:c<>s saved time, failure wcmid not. To corn*et the 
pnddeni. use tme statement ortht* oth<T. 

Word\ writing is caused by using more words than 
needed tt» exprejih one idea. One of the more obviims 
signs of such writing is repetition o^ a word in a stiitence 
or series of sentenc<*s. as in this sentence. 

We noted that there wen* some factors whiirh 
>t*eni«*d to have similar if not identical nurpos«*s. 
The tw*v jirineipal such factors were tne safet\ 
taetor anu the depiit stock factor . 

ObviousK. the word factor is the culprit here. The 
!«entence could be improved a> follows: 

<A ii^uQon) The depot-stock and saf<*t\ factors 
s«*enH*d to ser\*e the same (mrpose. 

.'^ometimi*s the diffen*nce between redundancy and 
wtirdiness is m>t so clear, the following examples may 
illustrate a eombinaticm of the two working together. 

Our r<*vi<*w %%'a» m»t directed specifically toward 
an <*valuation of tlie quality of instruction 
provided students in ODSS. Ihiwever. ue did 
note seve*ral factors which indinxtly s<'ive as a 
commentary on the quality of instruction. 

(A revistou) Althcuigh we did not evatuat<* the 
quahty of instruction in Or).SS. we did identif\ 
s<mie standards for evahiating it. 

The l\S. (!o\rniment tuis joined with other 
^oviTiinn iits to form the t nivt*rsal I'ustal 
[ nion consisting of 126 member countries. The 
Citmrrsa l Pos tal Cnion is erne of the .specialized 
agencies of thr I niled Natiims. Tin* purpose oi 
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thr i tiivriNial tNi»tal 1 nion if* to rtisoirr thr 
or;!ani/.ation and impnivrrtiriit of thr variciiis 
|Kislal srnitTs and io protnotr. in that s|ihrn\ 
thr dt*\d(i|iitinit intmiatiottal ro(>|HTatiotL 
Thv rnivrrsal Postal rnion tu»rmalU uwvU 
v\vT\ 5 \vax> to rfvie^ and rrvis*' its aut* 
\rtilioii, r«*^ulatii>ns, and other o^ormrnts. T\\v 
I iiilrd Statfs has nartiripatrd in thr I'ttiversal 
l*ostal I nion ;^ihrr July 1,194.1. 

(A revision) Xhing with 125 other countries, 
thr I nitrd States h(*lonp< to thr I'nivrrsal 
Postal I nion, a siirriali/rd agrnry of thr 
linitrd Nationt^, nhirh mrrfc; rvrr> 5 yrarh. 
SincT Jid> I, thr I nitrd Statry- has 

|>arttci|iat(*d in this organization whosr purpo^r 
is to improve postal fi^•I\•icrs and to promotr 
international ctM>peration. 

The territory of each regional offier is dividrd 
into rirruits. (jrcuit offieerK in charge have 
n*s(K>nsihitity for supervising the inspectors 
assigned to plants in their circuits. 

(A revision) The territory of each regional 
offier is dividrd into eirruits whf>sr olifierrs 
suprivisr plant insprrtors. 



Diction Cures 

ABSTRACT WORDS 

In an attrmpt to impress readers, some writers use 
agency in talk or teehniral words. Such words as 
""Indivhlualizptl containerization potf^ntial** or insth 
tutionalized hudpetary approxinmtions can he under- 
sttHid t>nl\ h\ lhj» prt>ple wlw> ran 6rra& tho code. If 
thrsi* words arr not rxplainrd, thr rrader grasps for their 
meaning. 

Thr |m*sI way to krep from indiMTiniinatrly using 
all^trart or trcrhniral word^ to And suhstttutes for 
Ihrni or to driinr thrm (prohably in parenthes<*s 
following the term). 

Hrrr fc* an rxampir of ahslrart trrmson thr loosr. 

To effrel thr eimsolidation. it would hr ncres- 
&ary to innir ntuin'rurring costs of ahout $2.5 
million. 

(A revision) < )nr-lin'r consolidation costs would 
be alM>ut $2.r> million. 

JARGON 

Jargon is used by an otherwise informed writer who 
thinks jargon can add schcdarship to a report and make 
the writing mc>rr altractivr. But jargon is showy and 



uninfonnatixe and it distracts rather than attrarts an 
tnformrd rradrr. as thr srntrnce lirlow illustrates. 

The Deouty Secretary of Defense in May 1966 
initiatt*d an inquir> into the situation and 
directed that immediate steps be taken to 
rnsurr that minimum mrrssar)' basic and snp* 
plemental textbooks b<' available for the open- 
mg of ihv. school year l%(>-(i7. 

Just which words are jargon? Initiated^ inquire^ 
cbVecled ensure, an6 supplemental. Other words, such as 
minimum necessary and basic and supplemental are 
abstract trnns, rather than jargon. Here is thr abovr 
s«*nlence with the jargon and abstract trnns removed. 

(A revision) In May 1966 the Deputy Secretary 
of Defense asked school officials to order only 
the number of textbooks needed for the 
l%6-67 school year. 

A list of useful symmyms for oveniS4*d jargon be.(;ins 
on page .1.1. 

IDIOMATIC EXPRESSION 

An idiom is a word which, through continued use, 
liecomes acceptable in certain geographic regions. Re* 
}K)rt writers should use standard Knglish and not idk>ms. 
Prepositional idioms cause the most difficulty. For 
example, the verb agree could take four different 
pre{K>sitions, each with a diffen*nt nseaning. 

We agree in principle. 

They cannot agree on the plan. 

They agree to the schedule, 

Thr auditor and his manager agree with us. 

There are no rules for identifying idioniatic pn*(K>- 
sitions rxrcpt to iisi* thr dictionary. 

LATIN TERMS 

No longer are readers impressed by thr numbrr and 
varit*ty of Latin terms and ahbrrviattons a writer can 
include in his report. Such l^tin terms at^ per annum and 
et cetera an* on their way out. .Syncmyms for Latin 
terms can be found on pages to 

Words are btini^ed niainly through thrir suffixes. An 
air of stuffifiiss will engulf the reader when he rt*ads tcM> 
many nonaction words ending with fion^ tions^ and ue« 

Prrhaps thr only timr Latin terms arr pn*frrrrd to 
('inglish terms is in such legalisms as u rit of habeas 
corpus^ noh contendere^ post mortem* subpoena^ and in 
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loco parentis. On (H raMcm, a wrili r niu^tt us<» Mtmv Iitiiis 
which art^ well known and which have no siibstitiitrs 
mch as ad hov^ aqu(f*ducU arena^ samma vum laude^ 
folio^ opus^ rvrhatim^ italicizf*tL «»r t^vn hypothesis. 

TRITE EXPRESSIONS 

Kxprf*s9a(HU» likv rtpntinf^nt upon^ extent to whirh^ 
and mth respevt to an* sfwcial lypis of poin|M>u?s bluffy 
writing calh^d <iif»hhl<*dy^(M>k by Uiom- who pn'f«T an 
uucluU<Trd nH\ssap\ 

The writer ran avoid Ihrsr exprf»»ions by using 
allrrnativr word:* or by rhanpng ihi* wnlrnrt- m> ihv 
rx|ir<\ssion i> not nr«*di*d. Thir phrasi* with renpect to in 
ihv |)aragraph b«*low i^ only one of many stoi k (»hra^<*s 
and ex|>n'?«ions found in (lovrniinfnl n'porls. 

With r«*s|Mrt to auditor r«*cniitni<*nt. antiffirial 
of lUe |{un*au s i ^fficr of IVrMUinrl infomtrd us 
that tht* Hurrau had advrrtUrd internal auditor 
tK>sitions in thr l*t*drral Tini«> and b) word of 
mouth. 

(A revision) \n offiriul of th«- HurrauV (Mfirr 
(»f IVrsonnrl told ns th<* Hun*au had rnniit^d 
intrrnal auditors by advi rtisin}£ in thi» Ki-drral 
Tim«*s and hy Hord of mouth. 

Thr following s«*ntrnrr illustratrsi what bapprnswhni 
thrst* clirlu*scrr<'|) in. 

Wf bflie\f that dinrt and adeMjuat<* rfuprrvision 
from Wa>hiH<;ton ha» nc»t bern supplied aa^ 
t*vidra<*<*d b\ > as dis<*u>N$rd ahoy*' > thr amount 
of nonau<!ir»»ork ixTfonnnl Tiv th«* regional 
audit staff at thr d:.4<*n*tion of the Deputy 
CommiKstoner and ds^ evidenerd bv , asdisrussed 
Mow , thr limited audit roverajie. 

(A rfvi«on) Mon- din^et MifM-rvision frcun Wash- 
ington woidd help the regional staff broaden its 
audit coverage. 

Many niorr trilt I'xpn'^sions. along with sugg«'stions 
for either renimirj^z lh«m or replacing them with 
aeerptabb* subslitut« s, an- li>ted on pag«> 55 lo 50. 

TROIIBLKSOMK WORDS 

\ writer oftm Inirrows frerly from the \oeabulary of 
his superiors. .S»nii*times this vork> against him bi^eausi! 
he finds it hard to eliminati* a reall) gcMwl word thai is 
earryiug no meaning in ihe ronlext of the passage. .Si 
thr word just ki'eps bonneing off thr pagr again and 
agaiu. \ li>t id Inmbli-sonii* >*ord> Iirgin?* on pagr 5V. 




Two particularly troublesome words are that and 
which. .Sonietimch that and which an- unavoidablr. but 
too many si-lf-cons4'ioUs niitrnces beginning with we 
fHQted that, we b**U**ve that, and we found that do noi 
allow for a vartet\ of M-ntener iiatteniN Following are 
M>me examples td*sentrnce> with that^iis and whirh-itis. 
Sometimes the writrr cati eornrl Mich sentence* by 
deleting the oflrnding words. 

These included 32 plants that wen* >taffed by 
d&M.'^ insp<*etors and K Talmadgr-Aik<-n plant> 
which wen- genirally staffed by .^tate in- 
.spcctors. 

<A revbtoti) (*.&\tS in>pectors staffed .{2 plants 
and ."^tate in>pertors usual!) .staffed the B 
Talmadgi** Aiken plants. 

Or he can change the offrnditig that or which clause to a 
|»articipial or prcpuMtional phrax*. 

The gtiide states that rxprrience indicates that 
about 40 pen cnt of thoM* as.««istrd will commit 
thenis< Ives to a definite datr for the application 
of their nrw practice. 

(A revision) According lo the guide. expcrif*ncr 
>huw» 40 |MTCcnt of those assisted commit 
thems4*lves t(» a dennite datr for appl\ ing thrir 
nf*w practice. 

lie proposed a pn»gram which calh'el for quali- 
fied ituitniclors * * 

(A revtsioA) Ih* pn»poH*d a program rallhig (or 
qualified instnictofs * *. 

It appears that and the fart that constructions oftrn 
lead to inside-out mi'ssages. In tin following rxcrrpl, thr 
t ffrrt and thr cause are the >ame thing, ^oii might 
practicr pntting this mi ^sage straight. 
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It aptM^ars to ns that tlir inroinplrtrni^ss of 
intomiaticm is attributablr to th<* fact that 
finiprain (^iclrlinrs and |Hrocrdurr8 do not 
spfrify that all major farlors and thr amount of 
nnphasis plarrd on tht ni will br dorutu<*ntrd 
whrii (iro^ani p^ivonnril inakr drriMcms rr^ard* 
in«! quantitit*s jof filrsj n»|fa^d. 

Tt> comTt this kind of a s^nti^ncr, it must hv n^rast. 
First thr iruid(*lin(*s cithrr an* or arc not complete, so 
wh\ tr\* to mjurrzc by thr rrfi^rrncrr with a hcdfjr (thr 
first IT) words). Thr U app^'ars ^vr^ thr s<*ntrnc«' a 
drfriiHVi* tonr whirli makes thr rradrr wondrr if thr 
writrr knous what hr is talking about. Thr rrvision 
brloA stall's thr idra as a fact. If thr statrnirnt, however 
hrd«;«*d. cannot be Mipportrd, it has no businrss brtnj; in 
thr report. 

(A revMon) AKS <ruidrlines nrithrr list all thr 
im|H>rtant faetor> nor assign priorities to them 
S4> prrsonnri ran drcidr how many fdrs to 
rrjrasr. 

Somrtinn*s the writrr nsr.s that ana which as catchall 
prt>nouns without letting thr reader know which words 
are related, as in the s<*ntenet* below. 

(Comments were reccivrd fn)m 6 of the 10 
contraett>rs from I.os Angeirs and from the 
investment banking firm which had been con- 
sidered in the applicable sections of the report. 

|)oe.s which refer to comments , contractors, or invest- 
ment banking firm ? Only the writer knows! 



Form Cures 



INVOLVED CONSTRUCTION 

St^ntences become invtJved when the writer violates 
the natural wtirtl order of the sentencr by inserting a 
srrii*s of rrlatrd but nonessential information between 
the subject, verb, and object. Kvidently the writrr of this 
si*ntener wa^^ tollcming the time-honored rule of poor 
writing: **\ever um' a word if a phrase will do; never use 
a phraH* if a clause will dt>." 

The Assi.stant Secr»'tar> stated that nrruiting 
was t>ne of the cht< pn»blems of those CKPs in 
which recruiting functions were perfunned for 
CKP bv other agencies, imrtictdarly if tlie 
agency was the .*>tatr employment scrvicr. as It 
was in l)rirt>it. sinre thr oprrational ron<*ept of 
(\W was to provide H'rviceh to the individual 
p<T.son, wllrrra^ ihr conrrpl of thr employ- 



mrnt .siwirr was to srrvr ihr rniplo>rr by 
s«*ndinghim thr rmployrcs he wanted. 

(A revision) The Assistant St^Tetar\ said r<»- 
(Tuiting was a source of conllit^t becaus<* (^KTV 
allowed other agf*ncies to r<*cniit for thf*ni. Ir. 
Detroit, llie agency was the .*Nlate empioymeni 
wrvice. (^intlict arose b«H*anse the operational 
(rtmccpt of (!KP \^as to s<*rvc the individual but 
the concept of the employment service was to 
serve the emp'oyer by sending him ihv em- 
ployee's he wdirN*d* 



MONOTONOUS STYLE 

An <M!casional short .sentence helps break the mo* 
notony of long senteiH:es. But a series of short, childish 
S4^ntences, such as those in the example, quickly liore the 
reader as the report goes jerkily on its way. 

The regional i^ffice sent two rrfH^rts, Our n*port 
was 3 yrars old. Thr othrr rr|H)rt was writtrn 
this yrar. 

(A revision) 1*hr n^gktiial officr s<*nt a 3-yc4ir- 
old report and one written last y<*ar. 

An «*vcn more s«Tious problem is repeating ihc same 
pattern in s<*ntence after s<*ntence until the reader go<!S 
to sleep. **Thr officer said * * * The tjfficer n'ported 

* * *. The rc|K>rt implied * * *. The report covered^ 

* * * 



NONPARALLEL STRUCTURE 

Parallel thought .should be in parallel form. A series 
ma> c(»nsist of all words, all phrases, or all (*Iausi% but 
thry should m»t be mixed up* An infinitive may not 
i:ohabil with a gerund, nor a participle with a pre|K>- 
sititmal phras<-. Clauses joined by conjunctions must 
coordinate by being exactly alike in value. In the 
following sentence a single word, origin. i> paired with a 
whole clause. The rrvision eliminatrs thr probirm and 
niakrs thr simtrnce parallel. 

Ket us consider the origin of tin* accounting 
profession and how far it has progn'ssed. 

(A revision) Let us cronsider how the accounting 
profession originated and progressed . 

The following list is not paraUel beean.se items I, 'X 
and % begin with the pn*M*nt ti nst* of the imperative 
verb, item 2 b(*gins with a participial phrase, and item .1 
lN*gins with a pre|H>.*«itionaI phrase. 
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Im* (|f*vrl(ipr(i aloiitr (lie follow ing lltus. 

1. IVrsriU I'.S. w(%ri<l\vi(!f i>|)j<Tlivfs in xhv 
\ua\ih tifld. 

2. \ivarm» »n mitui nlial I nilrd Slalrs 
doiiip lo n*arh lho>«- t>bj«Ttivrs, iilc- whal 
WtiOshutiM iloaUn 

.1 Ituiicair priorilifs lor llir ilrln^ >liowii lor 
WHO. 

4. Show what is to br llir n iativi* nia^nihulr of 
llir r.S. Mip|>orl for ihr M^hvli d WHO 
prioriU a«*livili(> over ihi- lu xl X •*>, and K 

Tk insofar a> possibb\ oiUlinr slralr^x. tarttrs, 
and Hprrifir conrsi's of arlion lo Im* pnrMii-cl 
liv iUv I .S. (lovcrnnirnl lo itn|d*ni( nl 
fiodU lor W HO. 

Ihi:" \iM c an br inadr paralb l by pullin«r all tb(* iti*ms 
in ihr :<anir form slartin;: il«»ni 2 \Mlh jbrulr and ileni Ti 
with oultinr. Hut rarrfnl rrudin<i uill show lhal ihc 
itrm? are vajiin* at»d ab>lrart. The whcd** li*»l "^honld br 
rccasil. 

SI BJECT-VERB VGRKKMENT 

Somdinifs ihr >ubj»-fl i>.M> far from llii- vrrb lhal lh«' 
wrilrr forprl.** about Mibjrrl-\«Th afrri'rnii nl. Thv prob- 
lem nsiialK arises whrn lh«* wrihT srparat«'s ihi' snhjrti 
and vrrb with a louu phraM-. In thr >ainph' btl(»w ihr 
verb an* 4ionld aj:n»«* in ntmibir wilh tin* siioji'rt 
pn>redurr. 

Thf prondnn* lo carrx oul i\\r finanrtal ar* 
ran}zenn-nl> an; l an hdK c fii-cked. 

(A revision) ihi' pnxidure lo rarrx out thi' 
financial aiia«ii:ein«-nl^ ixan fiilly rheeked. 



SIMPMSTlCTHOKaiTS 

\n\ -efilrne«- which ioMdl- the intelliurnre of ihi- 
n*a«l«T b\ lellin;: him somi thin«r c)b%iou> i> ealh d a 
simplistic >enlcncc. Kor cxamph*: 'The I .S. Armx and 
\av\ maintain their ri^ihlin;r -trcnjith through the use of 
militarx wcapon>/* 




Simplistic sentences may n4»l alway.s be so o|tvioti.% 
Hnl in the following; exampSc the n^ader is lohl in the 
second sentence what he read in the first. 

(l&MS per>onne| were rejrclinfj for use some 
unclean equipment and an*a.^ and w<*n* eallin^ 
the attention of plant manajiscment lo various 
unsatisfactory conditions. Throii^i sueh meas- 
ures, the (Kcasiimal warning letters. (lit MS 
|>ers(mnel were lr\int» to brinjr about improved 
sanitation through persnasion. 

(A revbtoti) 1 o improve .sanitation, (^MS 
personnel rejerted some unclean equipment and 
floor arca^. notified plant manajirrs of unt^tis* 
tactorx conditions, and sent out warning! 
letters* 

The jjiMid writer *3iard> a^iain^t a simplistic s<»ntenee 
because he will MireU .dirhal*- the reader. 
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Handbook Of Suggestions For Report Writers 

Introduction 

Varl III is a rosuunv section with aid$( and various lists of alternatives to the traditional 
ty>hhledygook di?HMi?t?<rd in the earlier parts. 

Thu< si^etion gives iht* auditor a plan to diagtios<' sentences and paragraphs for possible 
writing weaknesses. Once the* weakneHS<*s are identified the writer can si'lect alternative 
\%ord^ ;ind e\pression> which ran be ^ub^tituted lor those being overused. To be 
4 ffective, Part III must be used as you write. Part ill contents are: 

Analyzing Sentences With Text* Rays Tab 1 

Kxpn*ssit»ris: A Review Tab II 

Words: A Review Tab III 

Tides Tab IV 



TAB I 



Analyzing Sentences With Text-Rays 



Atiotlirr writfTcan best rvaluatt* your manuscript and 
suf^gi'st impr«)vt*mrntfi. You can, however, analyEe your 
own manuscript by Text-rays; with practice, you can 
analyzi* it without Tcxt-rays. 

Tt*xt-rays, althou^ not a total panacea for analysis, 
help to hi^liglU some n^atively simple writing prob- 
lems. You can use the same approach for a complex 
s«*ntence analysis, including word choice, wordiness, 
ttnphasis, and sentence patterns. 

Practice using Text-rays. Randomly select three or 
tour |»ag<*!> from your latest manuscript and follow the 

Analyses 

To check: 

Senlenee variety (length) 
Paragraph N^ngth 
(iomma use 

Other internal punctuation 

Subject variety 
Subji^t relationships 
Spelling key words 
Jargon or abstraction 
Showy nouns 
Pnmoun referenw 

\ i-rb variety 
ViTb tensi' 
Verb |»aralb*ls 
Subj<t-t-verb agrecnirnl 
Showy verljs 

(Complements 

Ontral idea and emphasis 



simple steps listed below. The left column tells you what 
can be checked through each step of the Text-ray; the 
right column gpves you the tracing process. The proc(^ 
can be at any point: from the very first step- checking 
sentence length for variety-to the last of over two 
dozen ste{ts. 

To be^n the {irocedure^ first place a sheet of tracing 
[laper over the copy you want to analyse. Double-spaced 
typing works best; if the copy is sinj^le spaced, nlide 
tracing pap<!r upward sli^Uy befon* tracing each new 
line. Then check the Text*ray as follows: 

Tracing prmredures 

Do this: 

Bracket each sentence [ ) to fJiminate need for end 
punctuation and capitalization* Make a slash mark / for 
e^ch comma (not in numbers). Use actual punctuation 
for all other internal marks. 

Print each simple subject (no modifiers) and draw a 
small box around it. Include noun phras<*s (g(!rundsand 
inflnitive^). 



Print each simple pn^die^ite (verb) including helpers and 
**not." Then underiine verb. 



Print (do not undtdine) direct and indire(*t ohjec^ts. 
Include noun phrast*s (gi^runds and infinitives) and any 
words which tell what the subject is. that is, each 
pn*dieate adjective or nomtnativt*. Oct not include 
that-claus(*s (see next to last step). 
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No Words Printed After This Point 



Conjunctions (nuuibrr ot^ 

Compound subjrrt.s and \t*riis 

Prt*{iO»4Uous 

That contitrurlion 

Number and location of pn*po^tional phrases. 
Number and location of d« prndmt modifying claii84*s. 



Central idea and mphasiH 
Subject-vcrb tnodincation 

Active-patwivc voice 



iMarc ati \ on each coujuncticm (conntrtivc) except 
ihiisv -iUivinu^ dependent elanst> (e.jr,. since, when). 

(iircit* eac h preposition and place letter P inside*. 

(*inle each that and place letter T inside. Include 
omitted that. 

Drau a wav> line (break for >paees) through eaeh 
nncin*h*d word in modifying prepositional phrasi^s (prep* 
osition thr(»ugh object) and all other nonessential (can 
b«* removed without losing main thought) phraser and 
clauses. 

Draw a straight line thnm^i each remaining %«ord 
(mainly modifiers and that clauses). Break line between 
words. 

Draw arrowh(*ads at ends of the lim*s imdcr transitive 
verbs indicating diiccticm of aeticm hrtween subject/ verb 
and obj<*ct (active » : passive )> 



Three Main Text-Ray Analyses 



If time does not allow checking all analysts an*as(h*ft 
column above), manuscript tracings will eonsistentU 
show three persistent writing problems. 

K Ptepositions anil that con.Htruetions overn>cd- 
dictton. 

2. Ontral ideas not emphasized syntax. 

3. Sentences not varied- fornu 

The first pwWcni U eas\ to spot. (4>nsidcr rewriting 
any sentence having more than two prep<»sitions. Also 
check that conHtructions holding tht*ui to not nH>re than 
two on a page. 



Be sure the central idea is near the beginning or. 
prcft*rabl> . at the end. N^i/cr place the central idea in the 
middlt\ unl *>s the subject follows the comma after an 
introduetiMA dependent ckiuse. Subject*verb combina- 
tions ^uch as we found and /le stated arc just citations 
that bur\ the main idea in clauses and phrasf*s. Ke- 
^truetur«* such sentences to featun* information and not 
citations. 

judge sentence pattern variety by the amcmnt of 
material between Iw^ginning and end brackets, the space 
lH*twcen numben*d lim^s, the lo(*ati(m of subjects and 
veriis, and the changes of voice. 



Text-Ray Models Forjudging Sentences 
The following brief report segnu'nt has been analy/cd b\ fext-rax. The models foeus 
mainly on syntax. Kxcept for models A and K and perliaps II atui I -all liave structural 
weaknesses. 

MODEL A 

When tfj<- bank president arrived, he very carefulU reviewed the ledgers. 

Analyst^: A sentence like this usually is good if not overused. It has good subordination 
through an introductorx ( laus»\ anil the nuun j>ohit is emphasized. 
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MODEL B 

ltt?adr of several HiN'ks. Uir {in*si(|rnt. working tlay and ni^it, found at least a d(»mi or 
iiiori' diM n-|mnrM-> u\ at rmuits, and thin indieatrd si>ineonr was nrplipfnt. 

[(2)0 -^^^-^-^ ^-^^ |prB5iiteiit|^ .^o^>>^ ^ A,^ ^ found ( B X 



AnaKsb: Tin' firsl M«bjfrt and verb are eU>st* enough (f*\en four or five words apart is 
arc( t»tal>le). hut pbring the verb in th(* middb- ioi^-s the |M>int of emphasis. 

MODEL C 

|{y ihr end of 2 \><eks, the bank te||eis wen* fired beeautw of the bank pn'sidentV 
investigation. 



i«m fired 



\nal>sbi: I his t\|N* of ,s«*ntenee 1*% very ronunon- not too short, not too long. Tho 
tt iideni'V here i> for ooth the subjert an<l the verb to get k»st. This is usually true of 
|»as}iive voiee >entenees. 

MODEL D 

\l first the tellers, who felt that the\ were not given any crhanee to defend tlieinseKes or 
to ha\<' a fair trial (»r even a hearing, objeeted. 



\nal\>Lsr The subji*('t and verb are si*parated by too many words many of them 
unneeessar). The main idi*a i.^ fraetnred. 



MODEL E 
Then ipiit. 



\nal\Ms: ni rasionalU M iitetirrs lik<* this are useful for variel\. Hut if moHt of \our 
>rntene<'> an* .-^hort, l ombim* smie of theui b\ eoui pounding or subordinating. 



P\Rr UU-\NAl.VsiN(;SF.MKNt:KS \MTH TKM .R^^S 



MODEL F 

IttM atisr thr\ quit, tht*y ilid nut rum tht'ir <*ast* to the voxirX, anil tli(*\ {ravt* up ratluT than 
|MTM>t whni thry IVIt thr\ w< n- in i\\v <Uar thr cirrks quitf f lt ari\ and dama^iu^ly 
adniitttMl {^lilt to tht* rritut* which tht* bank prf^idt^nt had accusH th?*ni of without 
fvidfucf. 



nhwiM^ iiiiit(^ a,au- ..a^ o^a^ i^j^^A.^^ .H^^^Ai^ KA.A^ (I^ 

Analysis: Tht* main wt*akness here is poor coordination of (^upportin^r information; om* 
detail piled upon the next until the main point Is lost, a^ described on page 28. Of 
course, another problem, as in B, i^ that tht* main point is deemphasixed - tucked away in 
the middle. 



MODEL G 

Aft4*r investigating;, we sujii^gest a complete review since we do not feel that the bank clerks 
Were given a sufficient hearing whether or not it was carried to the court, which is 
immaterial since ever>' citi/en is entitled to a fair trial. 




w^^^^ S^^^^ w^^ri^ ^ A^A^ 



Analysis: The main issue in this rather long sentence is stated too early. The reader can 
forget the main |K>int when so many other ide^s are included. Here he is left with the idea 
that each citi/en should havt* a fair trial-not the point at alL 



MODEL H 

(hir investigation, the facts in th<* ease, and the circumstances %^hieh are cb arly evident 
prove that the charge grew out of a vindictive feud. 



prove (J) 



-/«-[ 



i oiranftaiifiM 



-] 



Analysis: Tht* si*ntenct* tl^ts a number of sultjects, all hinging u(M>n the sann* \erb. Here \h 
where problems in parallelism could arise, (^heck to see that eat^h word in th<* stibject is 
parallel (same class and number) and that the verb is plural to agree with the plural 
subjects. 
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PART IH-ANALYSINt; SKNTENCKS WITH TEXT-RAYS 



MODEL I 

Tho bankV (Hnrtors Wu\ft informed of thv facl^, sluiuld call a niretitij;, rcmdiirt a 
h<-ariii»:, ami |>ri>\f tin- r|i4tr;:r lo lit- tmr or faU-. 



hfiiriif X prow— dmiffCB^ <^ X 

\rialysih: Similar to 11. this tnodt*l illu^trale:^ the compound verb (a lifting of actiotih). \h 
in II. problems in paralb^lism can cMTiir. 

MODEL J 

Mthnut^h it \» not within our prerogative to Hubjugate any orjranisation toourview^. we 
ret*omnit*nd a trial so the accuM*il can be heard fairly in cognisance of th«'ir tiiatuti ai^ 
t*itizcnr< under tht* (*.onslitution who ought not be charged with purloining monetary 
rt^(uirces with(»ut providing them an (»ccasiU!n at which to answer the eharpi^. 

rMommMd. trial X 




\nal\Md: .Not unlike tl in dctagtu this sentence hat^ to be a*ad carefully to dee that the 
(trobiem is not so much too many ideas but rattter the wordiness of the single idea. 
Adding to Witrdiniw:;, of courts ih the overgenerouo usi* of prepositional phrai;es. Stuffy 
words, such subjugate and purloinin^ > don*t lu*lp. Wordy and pompous writing is 
di^cus^ed in Part IL 



TAB II 



Expressions: A Review 



\ii «»\j)ri»r>^i()n b< a group of witcIs (iiol a M^nlrnri') 
which is a unit (>f ihou^^tt. 'Vhv mmhrlonth^ llto^ ami 
nhfn*\ lakrn siniiU. <lo m>l vintwy ihr thoUjirlit which 
afp^vo the vlouds (loi*>». \Vh«*n an ••\|»rf>sit>n \> niiMisiil or 
UM*(i awkwardly, il afh!> iinnm*SHar\ woni> and (ii:arhli*s 
ihr nit*antn^* (Srr pp. lo 31.) 

t.xpri»ssi()n?i an- mainly fdl«*rs (paii^t*?^). tran^ilion^^. cr 
udvtThial phraM*> wliirh bt*((>ni<* Irili* thn>u^h ovrniH*. 



ihipinal 


Utrrmtivi- 


abh* to Im* (obj<rlivr) 


are objective, were ob* 




jective 


ad infiuiltnn 


endtriisly 


afford an opportiinit> 


allo%v, permit, let 


a ^ood d(*al 


much 


a(rri*<* with (an idea) 


agree to (aeree with a 




person) 


atrrrrablr U) 


agrre to 


all of 


all 


ali>n^ ihr |inc> of 


like, the same way 


aiisw«T in lh«* aiTtrniativ<* 


say yen 


appar«*nl thai 


apparently, seemingly 


app<*ar> lhat 


apparently, seeminj^y 


ar<* doirous of 


want to 


ari' in nrripl i)f 


'etvcd, have 


arrived at (a d<M'i.sioii) 


decided 


a> a rt*>uit of 


because 


a> roniparrd to. with 


compared to« with 


Of^ of 


on. by 


a.^ \m 


according to, through* 




by 


ds^ >tat«'d abovf 


(delete) 


d> to 


about 


aj^ \rt 


yet 


a^» \i)U « an s«'«' 


(delete) 


at a latiT datt* 


later 


•il a prit't' td 


(it) cost $ . at, for 


at an rarK datr 


Moon 



S>UH' fxprfssionji ari^ doubly lH>lh<'rsonif b^'causi'' ihcy 
Ion f a dilute Vf-rb. (Sim- pp. 2<KJU.) To n^movc dilute 
vtrbs, make tho kr> word in th<' f^xpri'^sion (annually a 
noun) inlt> an ariion vcrl> and pla<r Uif subj<^rt of tb<» 
s«*tit<*nc<* in th<' Htibjcct position. (Sn* pp. 24-2*1.) 

riic following i>i a list of trit<' rxpn'ssiouH and 
altrniaiivi*8. 



Orifinal 






at tin* pn*scnt linn* 




now 


at this iimr 




now 


atta(*lit*<l hfrrt<i 




here are 


attcntitui is rall<*d to 




(delete) 


Manrr of 




rmainder, rest 


iMTaUM* of thr abw'nc»» of 


because • ♦ • were 






miatdng, lacking 


i)(*nrlu*ial asp<*(*ts of 




benefits 


blauH* oh 




blame for 


brokt*n down into 




divided into 


Uilk of 




mont 


by means of 




by, througlh 


by whi<:St 




how 


<*an('Hlation oi th<* 


note> 


the notes were canceled 


was rffrrted 






rannnt help but to know 


cannot help knowing 


rhri'k inl<i, < hi'< k oti 




check 


dn>c pntximily 




near 


ro^ii/ant of 




to know 


rom<v into conflict 




conflicts 


ronipltanM* with 




comply ivith 


• onipriM d of 




containing, comprising 


<*on>ider fav(»rabU 




approve 


r()n>id<Tali(»n to 




consider 


confonnity with 




like 


conjnm tion with 




in, about, for, with 


< nntin^rnt upon mte 


*ipl of 


as soon as we recmi* 



PART m~KXI»KKSSIONS: A KKVIKW 



Original 


Alternative 


Original 


4ltentattt)c 


c(intinut*(l profildble 


continued to br piofit* 


ill conjunction with 


in« about« for« with 


able 


ill connection with 


by« in« for, with 


1 If mil •••wisfiv (wwi*^ 


continiiAilv 


in lieu of 


inatead of 


t.WMIWt til 


diirinflT 

WMI MiEL 


in niativ cast*^^ 


manyt frequently 


dttit* iif fi*t villi 


dav it wu received 


in ord«T for 


to 


iii*stiile lilt* f^i i thai 


4lthouflii 


in ord<T that 


so 


(lifft*rt*nl than 


different from 


in ordtT to 


to 


dirt*c*tf*cl 2it 


aimed at« for 


in re&ard to 


abcNtt regs^ng 


Huukt but what 


doubt that, doubt 


in several inntanceH 


(delete) 




whether 


in 8upiH>rt of 


support^ supporting 


due to the faet that 


since, because 


an the amouiitoC(8ale8) 


for, of $ 


liurinf? the course of 


during 


in the course of 


during 


eari\ date 


men 


in the event lliat 


if 


et'feet an inipruvefnent 


improve 


in the nature of 


like,^^milar 


effeeting (eolleetion) 


coUecting 


in the normal course of 


normally 


e ir. /eKetntJi sratia) 


for example 


in the* order of mafflvtude 


about 


i*npl(iHpd hrn*wilh 


here are 


of 




pnfTafi*!! ill /r#^*if*%vuifif\ 


ia reviewiiut 


iti lh<* ncnon of 

Ml Ml*. iH'it^f^* *»• 


(use the specific period) 


estimated about 


€3 lima ted 


in the pn^cesB of prepara* 


beine prepared 


e(|ualtv as ^(M>d 


equally good« just as 


tion 






good 


in the verv near future 


soon 


estimated atiioutit 


about^ approximately 


in tlii^ connectioti 

III KlilC^ * %^||||% ^- '11 


(delete) 


etr. (et cetera) 


such as 


in view of tlie fact that 


since, because 


e\*aluatiori of 


evaluate 


iniKinuch <is 

■a sca^saa%a ^ s ■ «ac* 


since 


examine into 


examine 


in a timelv manner 


on time, promptfy, 


except for 


except 




eariy, soon 


extent of 


neatly^ about 


tttc\it<it\n in 

iJ|^l|I«Mlfll III 


to include 


extent to which 


how much 


mdependent fr(»tn 


independent of 








(delete) 


fnr thi* rmist tiurl 


mainly 


■•ifflt/*iift j*ffl m ff%tiv* n*vti*t*/ 

iiiUli «n u in iiur rrvii w 


^delete) 


for the purposf* of 


to, for 


in our oninion we believt* 


in our opinion OR we 


fffkr tht* r«*itA/iti trifil 

*\n III* ITfU^'ll IIUA^ 


aitipffc. iw»j»aHiM» 






iffftlltlfl 111 Im* 


an* 


ft »^ ft ft ft M % M\ 

iniiuiren inio 


hcJimI altAilt afudiMl^ 


fiilli*(kt twmsirftii* i*)cti*tit 


fully 




pve consideration to 


consider 




etc* 


M|Vt t^Itt (fUlll^t^Illf 111 lU 




inslnicted that thcv must 

aaa^^sia^ ^\ %a ^nftia^ ai#«v v ■•fvis^'* 


iiifltnicted to 


£(IV" lllnlrul iHIIlt^ III 


iniiruct 


in use of 

ASS %S^^ mFB 


use 


nave a necn icir 




iiTc*it^rdlcss of 

sa a ^ %a* ^ - & 


re^rdlefis 


l%A»|f| ¥| rt%i*i*tltltt 

■ IV^IM « III* t llllpi 


met 


is due in large measure to 


is due lare^y to 


il**ltk Kill KcilflMf 

ilf^lll ill! I IVill'VV 


h^n knowini^ 


is responsiMc for selecting 


selects 


Lt\ 1 lo esi| 


thttb 


issuance of ^ 


send 


in A ttiiantif*r Hinnitdr ici 

III tf |lli|llll«l nillVHCBI 


like 


it is, there is 


(delett) 


in ik i^tltijitu^n in wniCn 

III Cl nllUClllt'll II' Wllft 11 




it is apparent that 


apparently, seeminfly 


tn 21 limf*l\ mitnii#*r 
III a mill v« iiiciiiiiv 1 


nn tim^. nromotiv 


it is rtTommended tliat 


we recommend that 


in aiTordance with 


(delete) 


consideration In* (pven 




in accordance with your 


you asked f or • • • 


to 




r»N|uest 


it may he said that 


(delete) 


in additicm 


also 


justification for 


reason for 


in compliance with 


comply with 


make a decision 


decide 


in ccmforniity with 


like 


make a determination of 


determine 
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FART III. EXPRfXsIONS: A REVIKW 



Ung^nai 








tTiitkt* a rrvirH of 


* 


• « » Aft«*ftft^ft w^ft ft ^ k 

sut>^t*(|ut*ni lo 


alter 


iiuiK** an «iflJll^lllU*nl in 


auju?it 


Miuic H ni < noujin' 


nUIIlvieilt 


tiuikr uu|iiir\ r<*giircuii}i 




Ullvt a UNliIJI lO 


illVC 


tiiuk<^ |irc>vit«ion for 




ft«kl. At tk<«lk4k*i 

UIKr ai UOn 


act 


tidtun* of 


iiiif?^ siiiiiiiHr 


uiivt* ap|iro|inait ni"a7<urt* 


ai:l, QO 


no sinmvr wlirn 


no sooMr than 


takr into ronstdrrulion 


consider 


tioiiuvuiliihiriU o\ 


luiavwuie 


t«ik(*u cart* of 


controlled by« managed 


of n**ffssil> 






by 


of llu* ordtT of tiiajCTti* 


ftbout 


Ulan UOf^ 




tudr of 




ftlkd* ^11 «^kAi k W% <# tk«»tfk ■ MkAk kkJ kV>ft <^ 

UH follow in^t an ^rt*iiuri> 


uie louowing repons 


otl Ol 


oil 


• l>*kft -ik^t^A^^X 

trial sfiow) 


show 


of thr o|iitiioti of 


believes 


ftn^k l^kll^ft^'ft t«.l»> akvA^Mft 

ult* iiiiieM posSMiiir rxtt^ni 


uie moot 


on a roiUiniioMs liasi.*^ 


continually 


tilt' rt'ason is due to 


because, since 


on an assist luiMs 


nciped 


tliroiigfi tht* medium of 


by grants 


on thr baMs (»i 


(delete) 






on llio {[rrfktnids thai 


because, since 


to a larpf fxtfnt 


niainiy 


on titf (H'casioti of 


when 


|#v ill A* uff«»«>f ftl%nl 

III int t*iif*( I inut 


Qn<%VAri#iflff fi^n^iMoff nAMalft^ 

snowing, Dtating, ivsuic* 


our rt'virw diM'lu>t*d that 


we louno 




UIg 




outside 


tr\ and rullcct 


try to collect 


cAer and atK>vi* 


more than 


ttndt*r datf of 


on« dated 


tl%»T Willi 


over, nnisneo 


lis*' wa8 (n<it) lieinjs mad«* 


was ^not| using 


|Miid off, out, in 


paid 


Ol 




|H*r anniiui 




imtil *iiiif*rt lltir%«» iiki 


titles ttrliikti 


|NT itrnt 




w< ar" nui in a uiiMtioii to 


we cannot 




oy itaeiu ui iiseii 


wf iiott*d 


\aeieie| 


|MTicferint*ci 




tA/rl Akft riff* I* t\m Mtfkft 


wittrtiii;r, II 






t&'lll %. ff^ll lki> k iiitfl *>ft\ffktl<m Iffk 

nisi >ipu iiv miiiti f iiiiiiioi tii 


til ilk AAA 


pia** lor a \pari^; 


piui m party 


WItil a \ II vV to 


In 
ttl 


plan on \^osni;/ 


piaii to 


witfi fiiir n uani lor 


iffr, cfmaiaering 


|inor to 


before 


^*lftrl MkluM»t^A>f> ftfk 

Him r* i"r"nt ' lo 


auoui 


|»ro' id*' for 


provide^ provided 


with rr^ard to 


regarding, about 


|itir|ioH' of 


f or« to 


ftA' ■ ft W% W^^ ft k^ft^B ft ft ^ %^ 

wim roiH'i t lo 


about 




t Ullip^ WItllt ilV* 


witri tffift* t*vc*t*titif kti ikf 


^v^ltidtttor 




cording to, under 


with th<' km>wlc*d<£(* that 


knowing 


imisuanl to our a^irrHnt nt 


as we agreed 


with thr roult that 


so that 


should Ih* nolrd that 


notice that 


within the fram<*work of 


within 


start out 


start 


without further driay 


right away, now, imme- 


sUin> (jiio 


original state 




diately 



• 




TAB III 



Words: A Review 



Words an* |)r<>hlrnu« ti;«uall> because the utiter 
(l)tiM*.s wiirds UmI only lie ran define (see abstract 
%vc»rd^, p. .'Jl), (2) u riles in llie yecret vocdbulan of his 
spec ial tlehi or the one htr is investigating (8<*ejargon« p. 
31), or (3) make^ nouns out of words which should be 



verbs (see dilute verbs, pp. 29). (See p. 31 throu^ 33 
for more information.) 

The following list will help you avoid these problema. 
(See also pp. 59 to 62). 



Qioose A Synonym 



abandonment of - abandon 

ahbreviatt* -shorten 

abtUty-rfiill 

absence of- without 

absent -stay away« remove (yourself) 

absorption of- absorb 

ac*t eh* rate -increase* speed up« hasten 

a(*ceptam:e of- accept 

accomplish- do 

ac cord (in accord) - a(^ 

acc(»rdingl> -then« thusi therefoie 

accrue -add« increase 

ac cu nui la t (* - gather 

at curate -correct, exact« righ^ 

achieve -do 

aikno wiedge- admit 

acquaint tell 

at quisition purchase, buy* lease, or rent; an addition 

ac tivities --work 

adaption of-adapt 

additional -added 

adju.nt- revise, change 

adjustment in-adjust, change 

adminishT-direct, conduct 

adnt i nis t ra te - manage 

atlvarK c- promote, move ahead 

acKi>e~tell 

affect see p« 60 



afford— cause 
aforementioned— (delete) 
agreement with— agree 
allocate-asapi, diftrtbute 
allocation of-distribute, allocate 
allot-asii^, distribute 
also-- see p« 60 
alter-ehange 
and-see p, 59 
anticipation of -uU iCipat^ 
apparent-dear 
append-attwh 

applicabte-appropiiate, relevant germane 
application for-apply for 
apply— try, attempt 

appraise^eatimate. evaluate 

appraisal of— appraise 

appreciable— many 

appnse-notify« infomn 

apprc^ximate-approach, compare, about 

a< seep. 60 

as per— according to 

as related to-about, for 

ascertdn-discover, find out 

ascertain-dectde, evaluate 

ascribe-ittpport 

assist— help 

associate -join, unite, combine 
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Choose 

a^siimptUm that -assume 
attrihiitr assign 
attrihutablr to -caused by 
autliorixr- permit 
avail -help 

availalilt* - present on hand, stocked 
lia^is- (delete) 
Irar -rarry 
b4*m*ririal -helpful 
lK*tt<T- improve 
but see p. 60 

caUniiatt*- estimate* add« subtract 

«*ftVct tlif raiH*t*||ati(in (»f cancel 
catalog-list 
catrgorical -positive 
caU*g4»riz(* -classify 
ccntrali/.c- group, fmus 
ctiaracter - type 
characterise - describe 
dtc- point outi mention* list 
claim for-claim 
clarification 1h* givt*n to- clarify 
clarified- interpreted, explained 
classification of -classify, group 
cc»gni^ant-aware 
collection of-collect 
commence-begin, start 
commonality -(donU use it) 
c<mimunicate - write, speak, telephone 
conifiariMin i%ith -compared 
compen^te-pay 

compilaticm of-compile, collect, gather 
com|>letton of -complete 
c*ompliance (with) obey, follow, agree 
com ponenU« -parts 
com jH>s«»- write, make 
com prehend-undeistand 
comprise- include 
computation of-compute 
concentrate- focus 
concludt* - finish, end 
concur- agw^c 
concu rrenc^e - agreement 
etmd(*mnation ot- condemn 
ccmdu(*t-direct« lead, do 
confide-share, tell, entrust 
connrniation of- ccmfirmed 
conform-agree (with) 
cmfront- stand, meet, face 
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Synonym 

ccuiiM'tural giessing 
erajunctioti (^ith) mth 
<'(»nscqiieiice - result, effect 
eonsequcutl) - then, later 
(*onsi(ier - look at, examine, think 
ecuisideraticm Ih* given to-consider 
consistent with like 
coanoli date— merge, combine, join 
consolidation of- merge, combine 
eonstitutf* make up, form« include 
eonstnict-build 

assist with tht* construction of-help build 
consumption of- consume 
contact -ask, speak with, write to 
containerixation of-crating 
cont(*mplation-thinking, expecting 
<*(mtingency- prospect, likelihood, chance 
ccmtract- hire, sign up, agree 
contribute provide, give 
conveyance of— convey 
copying of-copy 

corrt*ctive ac*ti(m - improve, mend« act 
correlate -compare 

cn*ditable -honorable, worthy, deservinfi; 
eustoniar\ - usual 
data -see p. 60 

dect*ntrali/.e- divide up, break up 
decline- refuse 
deduction of-deduct 
deficit'ucy-lack of 
delegate-assign 
delegation of-ddegate 
delineate -list, conclude 
deliverv to- deliver 
demolisbmcnt of- demolish 
demonstrate -prove, show 
depreciation of-depreciate 
design- plan 

designate- appoint, name 

detenninaticm of- determine, decide, specify, settfe 

devt*lopnient of-hdp devdop 

deviate -turn aside 

diffuse spread out« scatter 

direct - govern, manage 

disbun^e - expend, spend, pay 

disbursement of-disburse 

dis<*harge-do (a duty) 

disclos«*- show 

diselosiin* show, express, admit 



PART III-WORDS: A REVIEW 



Choos(^ t Synonym 



ciisnir«%ion uf - discuss 

cltspn>|)ortional(*- irregular, utmatunil 

disrt*^r(l~igpiore 

di:!i^«'m^nal^ -issue, send 

dis^tribuUim of- distribute 

documrni- support* record 

ducu me nUiliim- references, support 

drann (from)-selected 

effect-make 

effective immediately— now 
efficacy -efficiency, value, use 
either see p. 60 
Himinate- remove, rid 
emerjfence uf -emerge 
enablt* allow, permit, authorize 
enact- pass, act 
encounter- meet 
endeavor- try 

enforcement (action)- impose, compel 

cn^rage- employ, hire 

ensure -insure, make sure 

entitle- qualify « pennit 

entitlement to-entitled, rig^t 

enum<*rate -count 

e«|ual -see p. SO 

t*qua«e-make equal, even out 

equivalent -^ual, similar 

establish-set up, prove, demonstrate 

established (pnH*ediirps)-recognizedt accepted 

i*stablishment of- establish 

estimate -think, guess 

«-valuate -rate, check, test, study 

evaluation examination^ study* rating, scoring 

event (in the)- if 

evidenc(*-61es, history, facts 

evidencing-showing 

examine • look at 

examine int(»-examine, look at 

exception was-except for 

t*xr(*8E( of -more than, beyond 

exchange- transfer, hand over 

ex n:ute- accomplish, do 

executic^n of-signing 

exemplify -show 

exert-use, try, apply 

exhaust conclude, end 

exhibit- show 

expedite - hasten* rush, speed up 
e\)i' nd- spend, pay out 



expenditun* analysis-analyze spending 
expertise -skill, knowledge 
express-say 

ex tent -length, width, height 
exterminatc-d^troy, kill 
facilitate— hdp 

faoilitating-miking possible, helping 

faeility -(specify die building or structure) 

facttor-reason, cause 

familiarizc-acquaint 

linalizc-finish, end 

G nance -fund* pay 

iirm up-support, prove 

fii^tly (Hccondly)-first. second 

forecast— predict, estimate 

foregoing-previous, earlier 

formality -formal 

formaline-establish, set 

formulate -prepare, state, develop 

formulaticm of-form 

forward— send 

function-operate, work 

functional level-operating or working level 

functional (prognim)-woriiable, useful 

fundamental-basic 

fumish-gjive 

generate— produce, cause 

{9"ant-g|ive, let 

ffo9A (magnitude)-large« big 

ham per- impede, hinder 

harvi^ting of timber-logging 

Itave- see p« 60 

hazardous-risky 

hen' with (returning herewith )-(delete) 
howevcr-«cc p* 60 
illustratc-explain, show 
impacted-hit, changed 
impair-weaken 

implement-do, carry out, follow 
implementation of-do, did* done 
improvements in -improve 
in addilion-also 

inadvertent- careless, thou^tiess 
inadvisable - unwise 
inasmuch as-iuiee» because 
ineat>aeitat<'d unable 
uiception-start 
incident to (delete) 
inclined to -tend to 



Choose a Synonym 



inclusion c»f-ijiclude« cover 

tnciimbeiit xiyon -must 

incur- briiig U{K>n« fte<{utre 

incursion-invuion, atUck« rud 

tndemni fy - repay 

indicate-ihow« tell« gay 

information on-infoiin« tell 

inh(*rent in— part of« basic to 

initial— fifst 

tnttiate-beglm start 

in lieu of- instead 

inordinate - excessive 

inordinatt*ly uniisttally« too 

inquire -ask 

in:^tance:%-exaniplM 

'mstitute-fae|;im starts set up 

intctiHify -heighten, strengdieii« increase 

interim- in the meantime* meanwhile 

inventors* -count 

investigution of^-invcstigate 

isduance-diatribute« send 

issue-send* ^ve 

it-see p. 60 

judge— decide 

justification of- justify* prove 
justify— support 
knowledgeabte-infoimed 
latter— ijst* final 
like-aa 

limitation-deadline 
limitations on-was limited to 
limited number— few 
liquidate--end, stop, conclude 
locality-place 
locate-place* put 
magnitude-size 
maintain-support, keep 
maintenance of--maintain 
manage-control* guide 
manifest-plain* evident 
market-sdl 
material-supplies 

maximization of— intensify* enlarge, nnake useful 
men lorious- worthy 
methodology -procedure 
minimal-small 

minirtize-reduce, decrease, lessen 
misassoctation- <donH use) 
modify -^change 



monitor -observe* check* look at 

nature (oO (delete) 

nebuK>us-vag^e 

nt*cessitat«*- require 

negoliate-bargain* discuss 

negotiation of-negotiate \ 

neither see p. 61 

neverlheb'Sb-however* still* even so* but 
nominate - name 
nor- see p. 61 

norniali/.ation of -make normal 

normalK -usually 

not all -see p. 61 

notation- note 

ohjec live -aim 

obligate- compel* bind* duty 

ol>ser\*e-see 

obtain-get 

obviatc-prevent 

of -see p. 61 

off of-see p. 61 

only-see p. 61 

optimum -best 

c^r-see p. 61 

orient-adapt* adjust* inform 
other- seep. 61 

(wen*ome'«ucceed* conquer, stop 
participate-take part 
payments wilt made- will pay 
per capita-for each individuii 
p«Tform-do 

performance of the maintenance function- maintains 
perfonn- audit* review* do 

periodically-sometimea; frequently: weekly* monthly* 
etc. 

pertain-bdong* apply 
pertaining to— about* on 
pertinent (evidence)-(don*t tiseit) 
phase (out)-eliminate* get rid of 
[K>sition- place, locate 
possess -have* own 
pnM;lud(*— prevent* hinder* stop 
pr«*»ervation of-preserve 
primarily -use with secondarily 
prior to-eariier* before 
priority -leading* main* first chok^e 
probability -chance 
problematical -doubtful 
pr(»c;<M^d - do* go* continue* try 
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PART ni-WOKI)S: A REVIEW 



Choose a Synonym 



piXKVhs treaty put together 
procure obtain, get 
pn>riirf intent buy, purchase 
pro(luotivit> - useful 
profiricnc) -skill 
propram-sehedule, plan 
pn>jrcl- forecast, plan ahead 

pruvrd -always preferred over the archaic word proven 

provide- furnish, 8up|dy, give 

provid(*d by -supplied, ^ven 

pi*ovided lhal-if 

providing for-provided 

that |irovisii>n he made -provide for 

proximate -close, near 

pim-huH* -buy 

pur|H>rt-pietend, try 

pursuant to-(delete) 

pursue- follow 

ri*ali/e -achieve, get 

reeapitnlate-sum up 

n-«'ipi«*nl- receiver addressee 

nvf tuition i>f - recognised 

n*e(>tnm«*nded-we recommend 

r«*<:(>rdali(>n- record 

HTorded (>tatus)-known facts 

n*dt*ttTtni nation -consider again 

n*du(!iion of - reduce 

refrrenee to -about 

refitie-darify, improve 

reflet* t -think, show 

rejrarding of, about 

re^nien system 

n-^ilate -control, manage, lead 

n*pdatory offieiai -official 

n*iHi burse -pay 

relating to -on, about 

relalivel) fatrly« somewhat 

n'Iin(|uish -give up, abandon 

n*liM all* put (or place) elsewhere 



n*lo(*ati(ni move 
n*tniUanei' ol-send 
render- submit, leave 
renovale-n»new, do over 
n*pn*setitation of-represent 
recjuertt-ask 
ultimate-final 
unavailability - lack of, none 
luieertainty -doubt 
uncompnmiising-firm 
undertake-agree to do, try 
undertaking-attempt, task 
uiMHi see p> 62 
utilize- use 
utilizaticm of-use 
vaeaie-move out 
validate-confirm 

validating fiersonnel (use only as a verb) 

vaiidit> -accuracy, truth 

varialion-change 

veriiatim-word for word, exactly 

verify -confirm, approve 

via - on, in, throu|^ 

in view of- because, since 

visualize -see, imagine 

voluminous- bulky, big 

warrant -permit, worth, call for 

wlirre- see p. 62 

whereas -since, because 

when* fon»- then, thus 

wlirther see p. 62 

whieh see p. 62 

while -see p. 62 

wit (to Kit) - to serve as evidence, testify 
with see pu 62 

withdrawal (of sen ice) -stop, curtail 

witness- see 

) ieid- produce, g^ve 



TTiirty-One Troublesome Words 



Word and rule 



Corrprl examples 



and And tis*iulK joins Iho Hated tliouffhls (parts ol 
si'ntenees i>r entin' sl•nU•nee^) whirh are of equal 
imporlanee. And is pr»-«Td»-d liy a ctotntna if Iwo long 
si-nleoees are joined. 



We noted sevrral diserrpaneir.-* and <lis< nssrd ihem with 
the oprralors. 

There Here threr invei^ti^aticuis. and earh was lim<» 
eonMitning. 
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PART IIUWORDS: A REVIEW 

Word and rule 

«ffect-lltis verb is oftt*n confud«d with the noun effect 
or the verb effect (to bring about a change). An illness 
can affect our bodies so that we have a different effect 
on our fiiendd who do not realize an illness can effect 
such a change, 
effect-a re^lt (noun) 
effect-to accomplish (verb) 

ibo-The problem with ^so is that it floats too easily. 
Also is an adverb which should be placed as close to the 
wmd it qualifit^s as the sentence will permit. Rather than 
start a sentence with also , place it with the verb. 

M^— Should not be used to mean because or since . It 
means ^'in the same manner/' Sometimes it is combined 
with such to introduce an example. (See like.) (bu- 
tton: Whenever tempted to use as to, don't. 

but- This is a short and powerful word. Use it to begin a 
sentence which you want to emphasize. It stops the 
reader. But sometimes sirrvesas a conjunction. Like and^ 
it joins two related thoughts when the second is in 
opposition to the first. 

data-This word means facts, not records. Some gram- 
marians tell us it b plural, but GAO uses it in the 
singular. 

either-One use is as a correlative (expressing mutual 
relationships) paired with or. The phrases they govern 
must be parallel in construction. 

have— The only time have g^ves trouble is when it is 
doubled up: It would have been more realistic to have 
left out the last two items of information. Stick to one 
have in each sentence. 

however- Avoid it as a habitual "'starter'" because it 
weakens a sentence. If you use it, try to put it next to 
the verb, but donH forget to separate it from the other 
words with a comma. 

Use however as a sentence "joiner"; it must have a 
semicolon before it and a comma after. 

it— To be on the safe side, a writer should confine his use 
of this little word to a pronoun (stands for a noun). Of 
course^ if the occasion arises, he may write ""h is going 
to be difficult to do."' One of these ts okay. But when 
these structures slip by-problem: '"It is believed by the 
officers that it [the firm] is solvent.^* Two its in a 
sentence are dangerous. 
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Correct examples 

The steps the company s president took did not affe<!t 
the way finances were handled. 



The investigating team also examined the records on file. 
(Not **Also the investigating team * * */*) 
The material is useful also as information supplementary 
to the report. 

The figures were drawn ^ (in the same manner) the 
instructions required. 

The first examples, such as these, were very sketchy. 

But the results were exasperating. 

The report was finislied on time, but, because specific 

information was missing, it was not satisfactory. 



The data was examined for discrepancies. 



Records from the firm can hi* relied on (not here) to 
either solve the problem or make the problem clearer. 

It would have been mort; realistic tc leave, out the last 
two items of information. 



Losses were, however, much more than expected. 



The chairman was not available for comment: however , 
he left a typewritten memorandunr* 

After the board reviewed the files, it sent notices to all 
employees. 

The officers believe the firm is solvent. (Notice that the 
bad example forces a passive sentence.) 
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Word and rule 

ndther-Thts is usually paired with nor . The two phrases 
which neither and nor correlate must be parallel. 

nor-l sually paired with neither . This word can also be 
Ud4*d alone. Frequently the question arises* ''When do 
you Uftje or, when, or nor?" The answer is that nor must 
have another negative word to go with it. 

not all-One of the mos<t common terrors is splitting these 
two words. See what happens: ''All of the material did 
not have a bearing on the case.** This simply means none 
of Uie material did . Of course thatV not what is 
inl nded. 5^ee next column. 

of-Thi?< little word could be eliminated from every 
other place it appears with no real loss. An *tng can help. 
It is also the prime clue that the verb is dilute: **Cam 
cellation of the orders was effected.'* This of is not 
needed, nor is this one: *The work involves the copying 
of nuniercniei errow/* 

off of- Off is sufficient 

only- Only should be placed as close as possible to the 
word it qualifies. 

or-See either . 

other- Sometimes omitted where it should be used and 
used where it .should be omitted. \^lten used with similar 
or Hated, otlier i» suptTfluous. 

outside of -This combination b one instance where of 
sliould he (>mitlt*d. 

place- \ rtrommcndation is not placed in effect; it is 
put in effect. 

proved -Always preferred over the an-haic word proven. 



respect' Bt st left as is without adding a with and to. 
With respect to is a very weak way to connect ideas. 

reapective-A word to be avoided when used like 
this: "We examined the respective departments.** 

since- Has two meanings (l)as a measure of time (a 
postdate, i.e., up to now) and (2) as a word for because. 
In the first meaning, it is used with has been or have not 
iHJt NK\ KR with a .^rngje, past*tenae verb. In the second 
meaning, since can b<' substituted anytime for because— 
simply for variety. It s b«*tter than as. 



PART m**WORDS: A REVIEW 

Correct examples 

The information received was neither sufGcient nor 
accurate. 

The officials were not able to furnish the requested 
information nw willing to talk with our agent. (Notic * 
that *'able** and **willing** go together. There is a not 
with able; therefore, nor is needed.) 

Not all the material had a bearing on the case. 



Progress has been made toward (the establishment oO 

establishing better accounting records. 

The orders were canceled. 

The work involves copying numerous records. 



The material can (only) be obtained only by a con- 
centrated investigation. 



Can't omit: Texas is larger than any other State. (Texas 
is part of the ^loup of **other*' States.) Must 
crniit: These were items produced in Panama or in (not 
other) nearby countries. 

Most information was obtained outside the States. 



*rhe gathered facts have proved the weakness of the 
plan. 



Since the date of this order, the office has been closed. 

/ 
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H\in III**WORnS: \ KKVIEW 



U ord and rule 



Correct examples 



that- V^idf from a* on, thr. iiw word that is |irol)abl> 
tlw most fni|urntl\ iwd word-tnrniH'd. .\a-orctin«» to 
.statulard um\ \vrU> of In-lifving, frrlin^;, saying, and 
thinking* an* followrd hy that. Thr word that should bv 
omitted when thrrr is no danger of confusing the n*adrr. 

upon- I'pon usually can Ix* h'ft out in favor of the little 
Hord on. If idiomatic (arhitnii\) use sujsgests that upon 
k better than on. it is areeptahle, Some writers have the 
habit of f«tarting .•^entemvs with upon phrasi^s. (l>pim 
completion of our riur\*ey. . *) This weaken.^ the sentence 
by pushing the true subj<'Ct out of it< proper place for an 
abstract word (m»un) that should be the action word. 

mhei^ Indicates plate: wh<*n indicate^^ time. 1*he two 
words cannot lie inten*hanged. 

whether- ''SluMdd or not^ In- added?" is the frequent 
question* For emphasis, or not can Ik* added, but 
whether ij* .*4ufficient 

which- IVoliabiy the most misused word of all. If writers 
woidd n*memlier that which i.H a pronoun and thus 
r«*quires a referent (antecedent), pmblems such as this 
would not oecun ''The company tcMik an inventory 
during tlie year which disclosed the discrepancy/'' **The 
com|iany could save hundreds of dollars in t^xpcnses 
which would result in the first profit in J> years/' (Two 
separate thought^ can't l>e joined by which* ) 

while-Is overwoiked as a conjunction* lU first meaning 
L< its time .<ense^ so it should be used sparingly to n*place 
althoit^t« lteeaus»\ since, and and. 

with-.Xnotlier of the frequently mi^usi'd words, usually 
sllll^titutrd for and and but* Or it is just superfiuou.s* I 
it as a prep(»sition (traveled with a group) but not as a 
conjunction. (Pur<-has#»s which should have been charp*d 
li> as.sets were chargt*d to expenses, with only a daily 
journal to record the transactions*) 
Man\ accounts were d<^linquent, with no efforts made to 
colb»ct them. 



We believe that all tile information in this n*purt is 
a(*curate. 



We answered upon receipt* 

After we completed tlie survey, we submitted our report 
to the director. 



During the year the company took an inventory 
which . . . 

The company could save hundreds of dollan* in ex* 
p4*nses* The saving would net the fir^t profit in 5 years* 



Purchases which should have been charged to assets were 
chargi'd to (*xpen8<v, and only a daily journal was used 
to n*cord the transactions* 

iviany accounts were delinquent, but no efforts were 
made to collect them* 



o 
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TMilV 

Titles 



\V«- t x|H<*l <*a|»tion> and sut>h(>a<liti<;s {u lu lp ihr 
n*a<ltT tolicku th«* tirgani/ation of a rrport. How about 
Ui<^ till«-T What ran h«' rrasonably rxprrt of it? 

\ titit* >honl(l annoinirr thr topic hut nc»i rxhaitst it. 
Kv«T\ won! >houhl uork. V tith- ran als(» h«-l|»ratrh thr 



intrrol of an **aUn(>st" rradrr who jjors on hiHiausr thr 
tilh- "invitfs"' hint. 

Hrrr arr sonir r(»ntrasts. On thr Irft arr titlfS from 
jwifit n^porb. ott llir right arr aitrrnativ<'s. 



(!(K»r(linatrd (icm^idrraticm \rrdrd of Bu\ -National Pro- 
rufrmrnt Program l\>li(*irs. 

lniprovt*d Adtninistnition Nrrdrd in Nrw jrrsr\ for thr 
Krdrrul IVo^ani of \id to KdurationalK Drprivrd 
(ihildrrn. 

Furthrr A«'tion b\ Vrt«*rans Admini>tration ('.otdd R«*- 
durr Adminlstrativr (iosts and Improvr Srrvirr to 
Vrtrraus Krrriving KdtM*attonal Hrnrfith. 

Kxamination into thr Kffrrtivrnrs^ of thr Construrtion 
(Irant Prop^arn for Abating. Controlling, and Prrvrnting 
Watrr Polbition. 

Survr\ of Prognss Toward (!onstnirtin«; Nrw Trarhin}: 
Hospital on Howard linivrrsity (iatnpii>. 

Rrvirw of Vgrirultural Roran-h .*^rr\irr Prckgrani for 
>Vrr\% worm KradiratiotK 

rtrnrftU (iould br Rrati/rd throutih R«-usr of Drsifrns for 
Pidilir Hoii>in;i! Projrrts. 

Too Many (Irrw Mrmbrrs V^Mfjnrd T(H) Soon to Ships 
I ndrr Constrtirtioti. (\ wr|| j<tatrd titir but it ran l>r 
improvrd.) 



AUemaiive 

Coordiiiatini; Buy^Natiotial Procurement Policies. 

Improving Administration in New Jersey s Federal Pro- 
gram for Educating Deprived Children* 

Better Use of Computers for Cheaper and Better Service 
to Veterans Getting Educational Benefits. 

Effectiveness of the Construction Grant Program in 
Combating Water Pollution: or How Effective Is 
lhe»»». 

Progress in Constructing Teaching Hospital at Howard 
University. 

Screw womi Eradication Program. 

Benefits of Reusing Designs for IHiblic Housing. 

Too Many Men Assigned Too Soon to Ships Under 
Construction. 
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Partial Draft Digest-Before Revision 



COMPTROLLER GENERAL'S 
REPORT TO THE CONGRESS 



REVIEW OF PROGRESS IN MEETING 
THE OBfECTlVE OF THE INDIAN 
HOUSING PROGRAM B- 



DIGEST 

WHY THE REVIEW WAS MADE 

The objective of the Indian Hotuing Pro-am is to eliminate substandard Indian 
housing in the 1970*s in accordance with the joint plans of the Bureau of Indian Affairs, 
Department of the Interior (Bureau), the Department of Housing and Uriun Dt^elop- 
ment (HUD), and die Indian HealUi Service, Department of Hvalth, Education, and 
Welfare. These agencies are striving to mret the goal primarily by constraction of rental 
and homeownetship housing financed by HUD throu^ local housing authorities and by 
Bureau financed home construction and renovation. The Indian health service b providing 
water and waste removal facilities for new and renovated housing. 

During fiscal years 1967 throu^ 1970, the cost of the HUD and Bureau housing 
provided has been about Si 08 million and has resulted in the construction of about 8,000 
new housing units and the renovation of about 7,000 units. The General Accounting 
Office (GAO) made tfiis review to determine the progress being made in eliminating 
substandard Indian housing and to identify- areas needing improvffment. 

HNDINGSAND CONCLUSIONS 

Based on our obaervationSi we believe that Indian families in the new or renovatf^d 
housing have genendly improved their living conditions. Analysid of program accomplish* 
mentB-in terms of reducing the number of families n»ading in substandard homes- 
shows, however, that the progress has been limited. For example, in June 1968, it was 
estimated that about 68,300 Indian families were living in substandard housing conditions 
while on June 30, 1970, after the construction of about 4,800 houses and the renovation 
of 5 JOO houses an estimated 63,000 families were stOI living in substandard conditions. 
According to the Bureau and HUD, reluctance of some tribes to obtain federal housing 
sssbtance and ddays in obtaining financing from HUD have slowed the progress of the 
housing proptun. GAO found various otficr problems that are either impedmg the 
progress or make it difficult to evaluate the true progress being made to eliminate 
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stikslandard housing: the tnajrniludr and dynaniio uf Indian housing m-eds have nol h»*en 
adi^quatelx identifit'd: n^ntal di'linqui^nvk^s on <*xlsting hout»ing havt^ driayrd conslnjction 
of futiin* huuMn«!; rrn^nlly pn»vidi'd housi»s have Uai*ic dt\sigti and construction d«*f«*cl«j; 
aiifl livinfi <*onfi^tiou^ in nf\* or renovat<»fl hoitMS are dt tt^rii^ratiup Inrause uf pcHir 
uiainttMianer prartirt>s. (t \0 briievrs that, based oti the reporb-d aceomplishnu^nt^ during 
tile last four >t*ars» the houMn^ prop-ani is har<*ly tn^adin^ water in meeting the nerds o( 
tilt* American Indian and that the eliniitiatit»n (»f suUtandard Indian housing in the 1970s 
will not achieved unless the pro{n'am is substantially accelerated. Within adequate 
housing, tiiousatids of Indian families will (*(mtinue to live under severe hardsliip 
conditions that nia\ lead dinrtly or indirectU to earl> deaths, as well as lifelong physical 
and mental disabilitii's. 

<;A() found that ihr hoitsing needs of Anieriian Indians have not U'en accurately and 
( onipletely identifn^d b<*<'aiise (1) workable guidelines wen* not established tucatt:gori2e 
existing housing as standard or substandard and to distinguisli units needing rtrnovatton 
fnmi niiit> needing to In* replaced. (2) (rriodic physical inventories uf housing conditicms 
an<l needs have n(»t been mad<* and family migration, adjacent off-reservati<»n Indian 
population. hcMising d<'teriorati(m and faniiU M/e and income ha\*e nut been cunsiden-d in 
deti nnining aiiil planning to mei-t the long-term needs. .\s a result, we believe that the 
pn»graui is In^ing <*ondui*ted without much o( the data neressarx to plan and direct a 
Micccis^ful pntgrani For example, without workable guidelines »'i75 houses at the Rosebud 
KeM'r\*ation were misclas>iricd us standard when thc\ were actualU substandard due to 
m1<4i factors as inadequate heating s\^tetns and hut water heaters. As a result uf our 
suggcsticms. thr Hun-au in Ma> 1970 issued new guidelines fur 4'ategurizing .•xisting 
housing. (• \0 b<*lic*ves that these g«*MlelineN if ad<*quateU implemented, will assist in 
iM-tter identjf\ iug housing <*onditions. 

Many himnng projirU have M*ri(»us rental delinqui-ncies. In sevi'ral castas, HUD has 
dt layed or thn atened to d<*la> the appn^al uf futun* projei ts until rental collections are 
unproved. For example, at thi- Navajo Reservation. III'D withheld the approval of llfili 
new himMug iinit> from April 1%9 t(» July 1970 In-cause tin* existing housing projects 
wen* ex|H>rieneing n-nlal delinquencies t(»taling about $!)7^400. (>A0 recognizes that no 
simple s(»lutitm exisU io n^ntal collecticm pr(»blems. but believes that additional efforts 
shiHihl he made b\ HIT) and tlie Bureau iu as.Mst the housing authorities in resolving the 
pniblem of rental delinquem-ie?*. 

(i V ^ found that, in terms i^f construction tinic and v«Jutne of hotm^ built, the Mutual 
Help Program has not l>«'i*n successful as other HUD assisted programs. iWO Mtt^ves 
tliat tlli^ pn»gram. whieli has been plagued b\ lengthv construction |»eriods, should be 
<|i*euiphasi/.ed. In the 40 Mutual Help Pn»jects reviewed, it has taken an average of 19 
nnmths to complete tlietn. m»rmally in small inenMnent> of 10 to 20 units, when projects 
under oth«T til l) programs have taken an average of 10 mcmths to construct in much 
targiT increuK'nts. Lengthy coiistriieti(»n peri(»ds for Mutual Help housing als<» have 
resulted in additional co^ts for ecmstniction su|iervtsi(m and for replacing building 
material daniagi*d by i*xpoMire to the elements or l(»st due to theft or vandalism. For 
example, a Mutual Help project at the i\i\a Ri\er R(*s«*rvation incurred additional costs of 
.S.i4.(MM) for supervisi(m l>e>t>nd one \car. \l the Rctsebud Res<-rvati(m, neari> all of the 
tnateriaU for one hcmse had lH*en stolen over a two-year period. 

(t\() fcmnd that stmie n'cend> pn»\*ided hous<*s had seri<»us defects due to either 
iiiadi*quate design or faiiltv or incomplete c(»nstructi(m and as a n-sult Indian families 
have ccnitiniied tti live in sulistandard ccmditions. For example, a 30*unit low-rent project 
on the Black feet Reservation, completed in 1966, needs to be renovated to correct design 
and c(m>tructi(m defect^. A HTD report describing thl< project in Man*h 1969 pointed 
out that ice accumulated 1 to 2 inches thick in the comers uf the inside walls. One tenant 
described how >lie could watch the sunset through the cracks in the wall when it was 40 
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dt^gn ^^H hv\o¥/ i.vuK \fU r spending $58,000, it is estimated that an additional $229,000 
will be rt*qiiin*d to re^iair tlio houses. At the Pine Ridge Reservation we ob^rved several 
hou.s»*s wh<*r(* the basement walls were either cracked or bowed. Housing authority and 
Hun*an ciffuMals advis(*d u» that these houses may have to be condemned aa unsafe for 
t^otitinurti ot rufianev. About $91,000 wOt be required to com»ct this problem in about 
r»0 units. At the Rosebud Reservati<m 59 HUD financed houses do not have water and 
sanitation faeiliti<*s and th<*se facilities will not be available until sometime in 1971. 

Onee the new or renovat(*d houses have improved the family living conditions there is 
titth* or no aetivit) on the |Mirt of the housing authority ^ HUD^ or the Bureau to identify 
and provide* assistance to those families having problems in adjusting to their new living 
environment. As a n*hutt, many houses are deteriorating and the planned safe, sanitary 
and dt*cent living environment the houses were designed to provide is being lost. UAO, 
acec^mpanied by htHJsing authority or Bureau reprtsentatives, inspected 232 new and 
ren(Arat(*d housing units using a checklist developed from HUD maintenance and safety 
standards. The iaspections ♦ ♦ * 
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Thi* Indian Houi^iig Rrogram, with a goal of eliminating substaniiard Indian Houfsing 
during thf 1970s is run jointly by three agencies. The Bun*au of Indian Affain, 
Department of the Interior, and the Department of Housing and trban Development 
(HUD) fmance home coniAruction and renovation, and the Indian Health Service provides 
water and sewerage. 

Between 1%6 and 1970, HUD and the Bur« au built or renovated I5,C00 houses for 
Indians for Sl08 million. GAO reviewed the program to find out whether substandard 
housing was being eliminated, and if not, what changes should be made. 

FINDINGS AND CONCLUSIONS 

1 he program is not meeting the Indians' housing needs, and unless the pro(^am is 
accelerated, it will not meet its goal. Most familiett in new and renovated housing are 
living better, but the program has not reduced the number of families in substandard 
housing. Despite the construction of 11,000 houses between 1968 and 1970, 93 percent 
of the families in bufastandard houses in 1968 were still there in 1970. 

What seems to be the delay? HUD and the Bureau point to HUD a financing delays and 
some tribes' reluctance to ask for Federal help. GAO found four other problems. 

1. The program was ill planned. No workable guidelines had been set up to categorize 
substandard housing or to distinguish units needing replacement from those needing 
renovation; housing needs and conditions had not bei« periodicalty inventoried, and 
some factors, such as family ate, had not been considered. In May 1970 the Bureau 
followed our suggestion of issuing new guidelines which, if followed, should clear up the 
question of what is substandard housing. 

2. Late n!nt payments in completed projects had delayed approvals of new projects. 
For example, HUD held up 1,165 unit projects at one reservation because the completed 
projects were $37,400 behind in rent payments. 
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3. The Mutual Help Pm^rram nn^ds hvl\K Dur to additicmal suprrvWon and to lost, 
AoU n, and damagrd matrrial. Hl'D s houses have taken longer to build and have been 
nam- exjic nsive than housi^ it built under its other programs. For example, one project, 
|M*(!ause of it^ downers, rost SWMK) additional for supt msion. \i another project nearly 
all the tnat(*nals for one house wen* stolen ovc^r a 2*> ear period. 

4. Faulty design and construction of HUD* and Bureau-financed projects had left some 
families in substandard housing. At one n^si^rvation 50 units, completed in 1966 for 
$ri8,0(M), had craeks in the wall and collected I to 2 inches of ice inside. Unfortunately 
the temjierature on this nwrvaticm drops to4(f below y.ero. An ei^timated $229,000 will 
Iw needed to repair the units. At another n^servation about 50 houses with bowed or 
cracked foundations and walls may have to be evacuatt^d and $90.0lM) may have to be 
spent to fi^ them. 

5. Bt*causc of |KK>r maintt^nam*(* of new and renovated housing by some Indian fam- 
iu^ the housis wen' becoming unsafe and unsanitary. The Bureau and HUD have done 
little to idc*ntify and help thes>e famiii«^. 
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